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ABSTRACT 

The Procedural Guides for Administrators of Public 
Service Employment Projects consists of the guidelines developed 
through actual operations of the Vermont Experimental and 
Demonstration Hanpover Pilot Project during its 3**year experience* 
The scope of the procedural guides encompasses both the Special Hork 
Project for the unemployed and the Upgrading Project for the working 
poor* These administrative procedures or guidelines vere developed 
for use by Vermont Experimental and Demonstration Project Hanpover 
Pilot Project (E & D) local office personnel: (1) in dealing vith^ 
and developing subcontracts vith^ employers; (2) in enrolling 
trainees in project work slots; and (3) in working vith other 
concerned public agencies* Additionally* the procedural guides 
contains samples of all forms used both for ongoing control of E S D 
activity as veil as end of project documentation* (Author) 
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This report was prepared for the Manpower Administration, 
U.Sp Department of Labor, under research and development contract 
No. 82-48-70-30- Since contractors conducting research and devel-^ 
opment projects under Government sponsorship are encouraged to 
express their own Judgement freely, this report does not necessar- 
ily represent the official opinion or policy of the Department of 
Labor, The contractor is solely responsible for the contents of 
this report. 

Contract No. 82-48-70-30 funded the Experimental and Demon-* 
stration Manpower Pilot Project on the Special Work Project for 
the Unemployed and Upgrading for the Working Poor. This Project 
was conducted by the Vermont Department of Employment Security, 
Madelyn Davidson, Commissioner. This Procedural Guide was devel^ 
oped by the Experimental and Demonstration Manpower Pilot Project 
staff during the course of the project. 

September, 1973 
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OOOi-0099 Introduction to the Procedural Guides 9/30/73 

0001 Introduction . In mld-1970« as a consequence of welfare 
reform legislation then p#ndliig In the United States 
CoQgreas^ the Vermont Department of Employment Security 
was chosen to test and document experimentation In the 
manpower training aspects of the proposed legislation. 
The overall objective of the resulting Experimental and 
Demonstration (EbD) Manpower Pilot Project was to explore 
the feasibility and value of alternative approaches and 
procedures for conducting the Special Work Project (Public 
Service Employment) for the unemployed and Upgrading 
training for the working poor. This was to serve as a 
means of helj;>lng to develop guidelines and other know- 
ledge required to facilitate and make more effective 
national Implementation and rapid expansion of manpower 
projects aimed at enhancing the employabillty of heads 
(and other members) of low-Income families. 

0003 Major Components . Thus» there were two major components 
within the overall project: 

A, ^'Special Work Project** whereby unemployed persons, by 
performing work (at public and private nonprofit agencies 
In the public Interest) can develop job skills which 
enable them to obtain nonsubsldlzed (private or public) 
employment ; 

B. "Upgrading training** whereby low-Income employed persons 
(working poor) can develop new job skills for which 
they receive Increased salary. 

0005 Specific Goals of the Project . 

Develop various designs for operating the two manpower 
programs. 

B. Test operating practices to Identify smooth running 
procedures . 

C. Test the feasibility and relative effectiveness of 
alternative operating procedures. 

D. Identify problems and issues central to the establish- 
ment and running of these program. 

Prepare technical materials and other aids for use In 
the programs, 
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0005 Specific Goals of the Project — continued 

F« Monitor and evaluate outcomes of activities. 

G. Determine requirements for administration, facilities^ 
staff and financing of the programs. 

H. Establish guides for determining how these programs 
might fit into the overall mixture of manpower 
programs and services at the local level. 

I. Develop the necessary guldellues and manuals for 
effectively replicating the programs elsewhere. 

J. Research and document the effect of the program on 
E&D manpower clients. 

K. Produce monographs on salient aspects of project exper-> 
lence, relevant to planning activities at the national 
level for implementation of welfare reform and/or Public 
Service Employment programs. 

0007 Project Timetable . The project was initiated on July 1, 

1970, and terminated on September 30^ 1973. (For the Final 
Trainee Summaries see Sections 0009; 0011.) Operation of 
the project was divided into the following segments: 

A. July 1, 1970, through October 30, 1970: Planning, 
initiation, and startup; 

B. November 1, 1970, through June 30, 1971: Operations 
limited to Chittenden and Lamoille counties; 

C. July 1, 1971, through June 30, 1972: Statewide oper* 
at ions ; 

D. July 1, 1972, through June 30, 1973; Statewide oper- 
ations ; 

E. July 1, 1973, through September 30, 1973: Evaluation, 
writing, printing and publishing. 
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0009 Final 


Trainee Summary. 






SPECIAL WORK 




Xa of July 2 


, 1973 Number Number Number 


Percentage of 
Total Enrollees 



Total Special Work 

Enrollments 656 

Completed Training 430 

-Comple ted , Placed 

in Employment 307 

-Completed , Placed 

in Work Training 26 

Total Placements 

-Completed, Placed 

in Education or 

Skill Training 6 

-Completed , Awaiting 

Placement 91 

Terminated Training 226 

-Good Cause 99 

-Without Good Cause 127 



333 



100% 
65.6% 

46.8% 

4.0% 
50.8% 



0.9% 

13.9% 
34.4% 
15.1% 
19.3% 



0011 Final Trainee Summarz* 



UPGRADING 



As of Jutif 2, 1973 


Number 


Number 


Percentage of 
Total Enrollees 


Total Upgrading 






100% 


Enrollments 




144 


Completed Training 




118 


81. 9% 


-Upgraded 


114 




79.2% 


-Not Upgraded 


4 




2.8% 


Terminated Training 




26 


18.0% 


-Good Cause 


17 




11.8% 


-Without Good Cause 


9 




6.2% 
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0100-0199 Procedural Guide #1 9/30/73 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0100 Introduction . Under contract (#82-48-70-30) with the United 
States Department of Labor^ the Vermont Department of 
Employment Security (OES) is operating its Experimental 
and Demonstration (E&D) Manpower Pilot Project on the Special 
Work Project (SWP) . Therefore ^ the legal agreement entered 
into by the E&D Project and the employer is the subcontract . 

The subcontract sets forth the operational ground rules for 
all aspects of the Special Work Project. It delineates the 
type of training involved^ trainer ^s services to be provided, 
the duration of training, allocation of funding between the 
Vermont Department of Employment Security and the employer/ 
subcontractor, billing procedure, hours of employment, 
holiday , sick leave, vacation, overtime provisions, Social 
Security coverage, Workmen ^s Compensation, and other specific 
fringe benefits* Once the subcontract is drawn up, it Is 
reviewed and approved by the employer/subcontractor, the 
legal counsel to the Department, of Employment Security, the 
State's Assistant Attorney General, the Director of Employ- 
ment Services and, finally, the Contracting Officer of the 
U.S. Labor Department. 

Circumstances do arise in which the subcontract between 
Vermont DES and the employer/subcontractor must be amended 
or terminated. A set procedure has been established and 
legal forms exist to provide for such cases. 

This procedural guide, developed and refined by the E&D 
^Central Office Staff in collaboration with local office 
personnel^ contains all information pertaining to the sub- 
contract, including : 

A. A detailed description of and the procedure for the 
completion of the subcontract; 

B. A checklist to be utilized in negotiating and in eval- 
uating the advisability of entering into a subcontract 
for Special Work training; 

C- The procedure for obtaining subcontract approval and 
distributing copies of the approved subcontract; 

D. Reasons for and procedure for amending a subcontract; 
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SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 



0100 



Introduction — continued 



E. Reasons for and procedure for tei*minating a subcontract. 

01 03 Subcontract: Description and Procedure for Cv^iripletion * The 
subcontract for Special Work training is the formal agree- 
ment between the £&D Project of the Vermont Department of 
Employment Security and the employer/subcontractor who 
provides the job training slots. It Is composed of the 
ensuing three basic parts with Instructions for their 
completion following each one. 

A. The Contract for Conduct and Administration of Work 



Training Form . The first two pages which comprise this 
first part state the basic general terms of the sub- 
contract including the names and addresses of the sub- 
contracting parties, the time period of the subcontract, 
and the amount of money to be reimbursed to the employer/ 
subcontractor by the Department of Employment Security* 
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Subcontract No. 
IRS-iD Number 



CONTRACT FOR CONDUCT AND 
ADMINISTRATION OP WORK TRAINING 



this Contract is entered into this (3) day of (4) 
1 9 (4) t between the State of Vermont* Department of Employment 
Securi ty , Mont pel ler , Vermont * a Oovernraent Agency * hereinafter 

cal^.ed the ''Contractor" and (5) 

(name and address of Subcontracting 

^ a (6) 

Party) (Corporation ) (Municipality) (etc , ) 

under the laws of the State of (7) , herein* 

after called the "Subcontractor?"" 

WHEREAS, the Contractor, on the 30th day of June, 1970, 
received a Contract under the Manpower Development and Training 
Act of 1962, as amended (MDTA) from the United States Department 
of Labor, Manpower Administration (hereinafter referred to as the 
DOL) * said Coiltract being designated as Contract No< 82-48-70"30 ; 
and 

WHEREAS, pursuant to said Contract the Contractoz' is under-^ 
taking certain activities; and 

WHEREAS* the Contractor desires to engai;e the Subcontractor 
to render certain assistance in such undertaking; 

Now therefore the Contractor and the Subcontractor do mutually 
agree as follows: 

ARTICLE 1, SCOPE OF WORK 

Subcontractor*s accepted Scope of Work outlined in the pro-^ 
posal is attached hereto and a part thereof and shall govern the 
work of this Contract, 

ARTICLE 2, PERIOD OF THE CONTRACT 

The Subcontractor shall commence performance under the terras 
and conditions as mutually established herein on the (8) day 

of (9) 19 (9) and such performance shall be completed no 

later than (lO)^ y of (11) 19 (11) . 
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ARTICLE 3, CONSIDERATION 

In consideration of the foregoing the Contractor agrees 
to reimburse the Subcontractor allowable costs incurred, in an 
amount not to exceed (written dollar amount) ($ (12^ ) 

for full and complete performance of this agreement in accordance 
with DOL regulations relating to Allowable Payment and in accord- 
ance with the attached proposal, 

ARTICLE 4. REPORTING 

The Subcontractor shall prepare and submit such reports 
as may be required from time to time in such format and detail 
as directed by the Contractor, 

ARTICLE 5, PRIME CONTRACT 

The Subcontractor hereby agrees upon execution of this 
agreement that the General Provisions (Attachment B) of the 
Prime Contract No< 82-48-70-30 between the United States Depart- 
ment of Labor and the State of Vermont, Department of Employment 
Security are incorporated into and become part of this agree- 
ment . 

ARTICLE 6, CONTRACT APPROVAL 

It is hereby understood and mutually agreed that not- 
withstanding any other article of this Contract, it shall not 
become effective until such time as the Department of Labor 
Contracting Officer has reviewed and approved the execution 
of this Contract* 



STATE OF VERMONT 
DEPARTMENT OF EMPLOYMENT 
SECURITY 



Signature 



Approved as to Form 



Typed Name and Title 
( Subcontractor) (14) 



Attorney General's Office 
State of Vermont 



Signature 



Typed Name and Title 
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0100-0199 Procedural Guide #1 9/30773^ 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Description and Procedure for Completion — 
continued 

B, Instructions for Completing the Contract for Conduct 

and Administration of Work Training Form . When preparing the 
Special Work subcontract it is necessary tnat the Man- 
power Specialist complete only an original of these two 
pages, thus only one signature will be necessary by all 
parties signing thesubcontract. After the subcontract is 
signed by all parties r the Central Office will make six 
photocopies of these two pages and attach them to copies 
of the Proposal for Special Work Project section^ (see 
subsec tion C below) so that they may be d is trlbu ted . 

When completing a subcontract it is necessary to be 
absolutely Bure that the name of the subcontractor 
(employer) is the correct legal title of the organiza- 
tionp In addition, one must be positive that the person 
signing for the subcontractor is a legal representative 
of the organization authorized to sign in its behalf. 

The Contract for Conduct and Administration of Work 
Training Form should be completed in the following manner: 

Ip The subcontract number is assigned by the Central 
Office clerk when the subcontract is initially re- 
ceived by the Central Office and recorded into the 
Special Work subcontract log. A subcontract number 
is composed of three parts; 

a. The first two letters should be "SW", to identify 
the subcontract as a Special Work subcontract. 

b. Following ''SW should be the office code identify- 
ing the local office where the subcontract orig- 
inated* The office codes are two digits: 



01 


sa 


Bar re 


11 




Rutland 


03 




Bennington 


12 




St. Albans 


05 


m 


Brattleboro 


13 




St. Johnsbury 


06 




Burlington 


14 




Springfield 


07 


sa 


Middlebury 


15 




White River Junction 


08 




Mon tpelier 


16 




Morrisville 


10 




Newport 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part I 

0100-'0199 Pi'ocedural Guide #1 



SPECIAL WORK PROJECT 
.SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Deacrlption and Procedure for Completion — 
continued 

c. The last three digits consist of an as0lgned 
sequential number of Special Work subcontracts. 

Therefore^ a subcontract numbered SW05-098 Is a 
Special Work subcontract originating In the Brat- 
tleboro local office, and It Is the 98th Special 
Work subcontract to be received by the Central 
Office. 

2. Enter the employer's Internal Revenue Service Iden- 
tification number if It Is available. 

3. Enter the day the subcontract Is being made (current 
date) < 

4. Enter the month and year the subcontract Is being 
made . 

5. Enter the full legal title and address of the sub- 
contracting organization. 

6. Enter the type of organization and, If unclear, 
Identify the type as public or private, nonprofit, 

7- Enter the name of the state In which the organiza- 
tion Is registered. 

8. Enter the actual date performance Is expected to 
begin under this subcontract. This date should be 
at least ten working days subsequent to the date 
subcontract proposal Is submitted to Central Office 
ao as to allow sufficient time for review and 
approval . 

9. Enter the month and year performance Is expected to 
begin* 

10. Enter the actual date performance Is expected to 

end under this subcontract (no subcontract may run 
later than the end of the current fiscal year). 

18 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part I 

0100-0199 Procedural Guide #1 



SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Description and Procedure for Comgljetion — 
continued 

11^ Enter the month and year performance Is expected 
to end. 

12. Enter the dollar amount DES agrees to reiiriburse 
the employer. This figure is obtained from Item 

26 in the Proposal Section of the subcontract. For 
a facsimile of the Proposal for Special ffork 
Project with Vermont Department of Employment 
Security Form , see Subsection C below. 

13. Enter the name and title of the Qaployment Service 
Director. 

14. Enter the comp^lete name of the subcontracting 
organization. 

15. Enter the name and title of the person authorized 
to sign for the subcontracting organization. 

C. The Proposal for Special Work Project with Vermont 

Department of Employment Security Form . This second part 
comprises the next six pages of the subcontract* It 
explicitly details all aspects of the program, includ- 
ing training, funding, billing, working conditions, 
and fringe benefits. In accordance with Section V of 
the Proposal for Special york Project with Vermont 
Department of Employment Security Form ^ a sample of the 
Special Work Enrollee Time Card and Etaployer's Monthly 
Invoice , Form E&D-666y should be attached to this part 
of the subcontrac t . 



Q10g(4j 
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standard Industrial Classification (X) 



PROPOSAL FOn SPECIAL WORK PROJECT 
WTTH VERMONT DEPARTMENT OF EMPLOYMENT SECURITY 
(Experimental and Demonstration Project) 



submitted by 



(2) 

(name of employer/subcontractor) 



(3) 
(date) 



(4) ^ 

(name & address of employer/subcontractor) 



proposes to conduct a Special Work Training Program to be 

carried out at (5) ^beginning on or about 

^ (6) uocationj and ending (7) ^ 

The training will be carried out in accordance with the 
attached Training Plan under the general supervision of (8)_ 

* 

(company employee responsible lor supervision ol trainees) 
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I* TRAINING PLAN' 

. Employer/subcontractor proposes to provide Special Work 

training for (9) employees in accordance with the plan 
below: 

Employer/subcontractor proposes to provide the above Special 

Work Training for a total cost of $ (10) in accordance 

with this proposal. 

U. euGtbiltty 

The final responsibility for determining Eligibility 
for Special Work training will be made by the Vermont Department 
of Employment Security, 

III . NARRATIVE DESCRIPTION OF THE SCOPE OF WORK OF THIS PROPOSAL 

(A narrative description of what will be donei who will 
be served t what equipment and materials will be used, what 
services will be provided to trainees* and any other inform- 
ation necessary to describe what will be included in the Special 
Work program* This section should also contain a statement by 
the employer which explains in detail the potential for perm- 
anent non-subsidized retention of the trainee(s) subsequent to 
the Special Work training provided for by this subcontract; 
such statement will be considered when deciding whether to 
approve or disapprove this subcontract proposal*) 



(11) 
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STAfF 



(A specific description of how the employev/subcontvactor 
staff will be used to implement the prof^ramt and a speci-^ 
lie description of how Vermont Department of Employment 
Security staff will be used to implement the program.) 



(12) 



REPOHTT NG 

Form will be completed by the employer/sub- 

contractor monthly. (See Attached Sample). 

At tUe discretion of Ihc subcontracting employer, Special 
Work trainees may be released from work for supportive 
social and/or health service treatments not to exceed 10 
hours in any working week* Tn order for trainees to 
receive pay during such absences from their regular train- 
ing jobs^ full documentation must accompany "Special Work 
Enrollee Time Card And finpioyer's Monthly Invoice*" 
(Form E?^tD-666) 



BfLLTNG 

Payment to employer/subcontractor will be made on a cost 
reimbursement basis with billing to be submitted to Ver- 
mont Department of Dnployment Security every ZO days. 
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VII. SPECIAL WOltK PROJECT TRAINING PLAN 

Q3} 

Dato 

Contractor : 

Vermont Department of Employment Security 
Box 488 

Montpeller , Vermont 05602 



Contract No, (14) 

Project NO, (IST" 



Subcontractor : ( 16) 
(Offerer) 



Telephone 



(17) 



Project bchecluj.e ; 



(a) Length of Project: Total Hours (18) H ours per Week /^^^ _ 

Number of weeks In Period of EnrollmenttZO) 
Start Date (21) End Date (22) 



(b) Number to be Enrolled 

(c) Weekly Schedule 



i23l 



(24) 



JT wage InformatloiT : Perceii t" 

Employer's Portion of Gross Costs (25) 
Cost Reimbursement to Employer (26) 

(27) 



Dollars 
(25) 
(26) 
(27) 



Total Estimated Costs 

(27A) 

Wages will be paid to traiiiee(s) on a (28) basis, and wage 
reimbursements to the employer/subcontractor will be made on 
a monthly basis. 



ft. Oy*^''^*--'- Sumnmry 



DOT Job Ijo, of Enro ilee 
Title andlEnrolleestwor 

Code 



Week Per 



Hrs. 



towage 
Per 
Hrs . 



No. 

of 

Wks. 



Total 

Wks. Per 
Enroilee 



WlTTy 

Wage Per 
Enroilee 



To^al 
wage 

Payments 
Enrollees 



Cmpl * r 
Wage Re- 
imburse* 
ment 



(29) 



(30) 



:3i) 



(32) 



(33) 



(34) 



(35) 



(36) 
(37) 
(37A) 



(38) 
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VII K RESPONSIBILITY FOR ADMTNl STRATTON OF SUBCONTRACTS 

The employer/subcontractor desianates (39) > 

telephone no. (40) (or such other individual as it may 

name in writing with notice to the Contractor) as the individ- 
ual in charge of the administration of its promises, duties, 
and obligations under this contL'act. 

The Contractor designates (41) 

telephone no, M2) (or any other individual as it may 

name in writing with notice of employer/subcontractor) as its 
representative. 

iX, CONDITIONS OF THIS SUBCONTRACT 

The employer/subcontractor will maintain appropriate 
standards for the health, safety, and other conditions appli*- 
cable to the work to be performed and will provide Workmen's 
Compensation protection for all trainees, or i^ccident and 
liability insurance coverage to an extent equal to such 
protection, 

A, The employer/subcontractor agrees that these jobs will 
serve a useful purpose and will not result in the displace- 
ment of any employed workers. 

B. The employer/subcontractor agrees to employ EStD enrollees 
under the following conditions: 

1, Enrollees will be paid their regular Iiourly rate for each 
hour worked up to and including 40 hours per week providing 
each working day does not exceed 8 hours. For hours xn excess 
of 8 per working day or in excess of 40 per work week trainees 
must be paid time and a half as specified on page 22 of the 
General Provisions, Section A< "Contract Work Hours Standards 
Act-Overtime Compensation," 

Subcontracting employers are solely responsible for the 
pa yment of o vertime wages to trainees unless specified other- 
wise in tne subcontract training pi"anT 

Trainpe will be guaranteed at least 30 hours work per veek. 

2, Enrollees will be paid a minimum of one dollar and sixty 
($1,60) per hour for all hours worked up to forty (40) hours per 
week and in the same manner and frequency as regular hourly 
employees. Enrollees will be entitled to regular wage increases 
in accordance with company policy, 

3, All wages are subject to income, social security, and 
all other applicable taxes. The employer/subcontractor will 
submit payroll information monthly within three (3) working 
days each month from the original starting date of the contract 
(See sample for EfoD-666 attached hereto.) 

4, The employer/subcontractor will provide adequate supervi- 
sion not to exceed a ratio of less than one (1) supervisor to 
ten (10) enrol lees , 

5, The employer/subcontractor will maintain adequate standards 
for health, safety, and other conditions applicable to the 
performance of work, 
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6, The employer/subcontractor will maintain enrollee time 
card reports on forms supplied by D.E. S. and submit them to 
D.E, S. monthly (Form , 

7, Authorized representatives of the D.E.S. staff will main- 
tain liaison with the Sponsor or his representative and enroll- 
ees to provide supportive services as required, 

8, The employer/subcontractor will allow authorized represent* 
atives of the E^D staff to review the activity periodically 

to determine the progress being made by the enrollee. 

9, Whenever possible^ E&D will notify the employer/subcon- 
tractor two (2) weeks before terminating an enrollee's employ- 
ment. Employment in the Special Work project will be termi-^ 
nated whenever such action sjerves the needs of the enrollee. 
The employer/subcontractor wtll notify E&D before terminating 
an enrollee's employment giving E&D the opportunity to try to 
resolve the problems . 

10» Tlie following conditions govern policy with resjpect to 
sick leave, holidays, and vacation periods: All accrued sick 
leave, vacation leave or holidays must be used by an enrollee 
within the inclusive dates of this subcontract in order to be 
reimbursable by the Department of Employment Security, Partic- 
ular conditions for sick leave, holidays, and vacation periods 

which apply to this subcontract are: 

to be completed ' 
(43) 



11. PICA (Social Security) is provided and paid for by 

(44) 



12. Workmen's Compensation is provided through 

(45) 



13. Describe in detail any other conditions of trainee employment, 
fringe benefits offered and payment thereof 



(46) 
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VERMONT EXPERIMENTAL & DEMONSTRATION PROJECT 
SPECIAL WORK ENROLLEE TIME CARD 
AND EMPLOYER'S MONTHLY INVOICE 



(I) Subcontractor 
(3) Address 



(2) Subcontract # 
(4) Invoice # 



(5) Subcontract Period; 

From; To: 

(7) Name of Enrollee 

(9) Job Title 

(11) 



(6) Period Covered by this Invoice: 

From: To: 

(8) Social Security No, 

(10) Hourly Rate of Pay 



! 












1 


















L i _J 




































I 


















! 


















\ 




— , 



















'(13) ENROLLEE* S SIG 


blATURE (12) TOTAL MRS, WORKED 





to 



(14) SUPERVISOR'S SIGNATURE 



(15) DATE 



(16) Hourly 
Rate 


(17) Total 
Hours 
Worked 


(18) Total 

Earnings 


(19) Employer's 

Fringe Benefits 


(20) Total Earnings 
and Fringe 
Benefits 


(21) Percent of 
Reimburse- 
ment 














Amounts claimed on this invoice constitute authorized 


pa3mients in accordance ^ 


KTith the terms of the negotiated cost 



reimbursement subcontract < 



(22) AUTHORIZED SIGNATURE 

(Employer/ Subcontractor) 



(23) TYPED NAME AND TITLE 



(24) DATE 



(25) INVOICE APPROVED (Manpower Specialist) (26) DATE (27) TOTAL AMOUNT OF REIMBURSEMENT EARNED THIS 

BILLING PERIOD FOR THIS TRAINEE 
Distribution:' 2-Fi5Cal Section D.E*S* (original & 1 copy, both original signatures) 1 - Local E6© File, l-Employer 



VT DES 



E&D-666 
lOM 1-7: 



PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part I 0103(5) 

0100-0199 Procedural Guide #1 9/30/73 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Description and Procedure for Completion — 
continued 

Instructions for Completing the Proposal for Special 
ffork Project with Vermont Department of Employment 
Security Form" ! Since there is no need for signatures in 
the Proposal Section ♦ copies of this section should be 
made before it is received by the Central Office, When 
completing these six pages^ the Manpower Specialist 
should therefore type one original with six carbon 
copies, and all seven copies should be sent to the 
Central Office . . ^ 

To complete the Proposal Section of the Special Work 
subcontract the following guide should be used: 

1, Enter the employer's (subcontractor's) S, I,C, code 
from the Standard Industrial Code Handbook , 

2, Enter the full legal title of the subcontracting 
organization, all in capital letters ♦ 

3, Enter date proposal is being made (current date). 

4, Enter name and address of employer/subcontractor, 

5, Enter the location of actual Special Work performance, 

6, Enter the date the actual Special Work performance 
is to begin. (Be certain that sufficient lead time 
is allowed for approval of the subcontract, ) 

7, Enter the date the actual Special Work performance 
is to end. (This date should be within the current 
fiscal year. ) 

8, Enter the name of the person the subcontractor 
designates as supervisor of the trainee, 

9, Enter the nximber of trainees to be enrolled in the 
subcontract . 

10. Enter the total cost of the subcontract. This dollar 
amount is obtained from the Total Estimated Gross 

27 



PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part I 0103(6) 

0100-0199 Procedural Guide #1 9/30/73 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Description and Procedure for Completion — 
continued 

Cost shown in the Special Work Training Plan 
(Item 27 of this Proposal Section). 

11, The narrative section should outline a description 
of the job for which training is being provided* 
This description can be obtained from the Diction- 
ary of Occupational Titles* It should also describe 
the type of training, services to be provided by 
the employer, and any other information pertinent 
to the Special Work training program* It is impor - 
tant that this section contain some commitment on 
the part of the employer that he will permanently 
retain the client after the training period, if all 
goes well . 

12, The staff section should outline the responsibili- 
ties of the subcontractor *s staff. An example would 

be as follows: (Name) (Title) 

will be the immediate supervisor of the enrollee 
and will assume the duty of training the enrollee 
as a (Job Title) and in the use of equip- 

ment. From time to time, the enrollee will be 
assigned special tasks and will be instructed and 
closely supervised in work procedures* (Name) 
will advise the E&D Staff in assisting the enrollee 
to become acclimated to the work situation/ E&D 
staff will maintain close contact with the enrollee 
to insure adequate adjustment to the work situation 
and to assist the enrollee with non-Job related 
problems - 

In addition, a statement should be made in this 
section to give the employing organization the 
responsibility of notifying the E&D team whenever 
any unusual situation involving a trainee arises. 
If a trainee does not report for work or is con- 
sistently late it should be brought to the atten- 
tion of the E&D team, 

13, Enter the current date, 

28 



ERIC 



PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part I 0103(7) 

0I00-0I99 Procedural Guide #1 9/30/73 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Description and Procedure for Completion — 
continued 

14- Enter the Prime Contract number 82-48-70-30 (see 
Subsection E below). 

15. The project number Is the subcontract number assigned 
by the Central Office (see Section 0103 B) 

16. Enter the legal name and address of the subcontract- 
ing organization. 

17. Enter the telephone nximber of the subcontracting 
orp^anlzatlon . 

18. Enter the total number of hours of this subcontract. 
This would be the number of enrollees on this sub- 
contract times the number of weeks, times the 
number of hours per week.* 



19, Enter the total number of hours per week of this 
subcontract. This would be the niunber of hours per 
week times the number of enrollees. 

20, Enter the number of weeks between the starting date 
of the program and the ending date of the program, 

21, Enter the starting date of the actual Special Work 
program. A trainee should not start training prior 
to the beginning date of the contract. The subcon^ 
tract is not binding until it Is signed by the 
Director of Employment Services- If a person is 
placed In training before the subcontract has been 
approved or signed then it Is the employer's obli- 
gation to pay the trainee. Ones the subcontract Is 
approved, reimbursement will be made from the day 
the enrollee starts subsequent to the starting date 
of the subcontract; however, If the subcontract Is 
never approved, no reimbursement will be made to the 
employer. 

22, Enter the ending date of the Special Work program, 

23, Enter the number of training positions in the sub- 
contract, 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE ErJPLOYMENT PROJECTS 



Part I 0103(8) 

0100-0199 Procedural Guide #1 9/30773 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Description and Procedure for Completion — 
continued 

24, Enter the weekly work schedule of the subcontract. 
This must be very specific. If there is any discrep- 
ancy between the weekly schedule denoted in the 
subcontract and the time billed for on a monthly 
invoice then the State Finance Office will not 
approve the billing. It is imperative that what- 
ever time is being billed for is spelled out in 

the subcontract. Example: Monday through Friday, 
8:00 a.m. to 4:30 p.m., with one-half hour lunch 
period , 

25, Enter the employer's portion of gross cost percen- 
tage and dollar amount. An explanation of how to 
arrive at these figures is in the instructions for 
Item 27. 

26, Enter the amount to be reimbursed to the employer/ 
subcontractor by the Department of Employment 
Security in both dollar and percent figures. An 
explanation of how to arrive at these figures is 
in the instructions for Item 27. 

27, Enter the Total Estimated Gross Cost of the sub- 
contract in both percentage and dollar amount. 
NOTE: Items 25, 26 and 27 pertain to the total 
costs of the subcontract, that is, wages, fringe 
benefits and, if necessary, traveling expenses. To 
figure the costs of a subcontract take the weekly 
wage times the number of weeks plus any traveling 
expenses or fringe benefits, i.e., F. I.C.A. (5,2% 
of the wages). The percentage of wage reimbursement 
to the employer would be multiplied by the total 
cost to arrive at the dollar amount of reimburse- 
ment} the remainder would be the employer's portion 
of the cost. This agency will consider the reim- 
bursement of fringe benefits to an employer/subcon- 
tractor only to the extent that regular employees 
receive such fringe benefits and only if the trainee 
actually receives the benefits for which we agree to 
reimburse. If fringe benefits are included in Item 
27, then number 13 (Item 46) on the last page of the 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part I 0103(9) 

0100-0199"' P rocedural Guide tfl 9/30/73' 

SPECIAL WORK PROJECT 
SUBa)NTRACai3AL AGREEMENTS 

0103 Subcontract: Description and Procedure for Completion — 
continued 

Proposal Section must state in detail exactly what 
fringe benefits the trainee will be eligible for- 

27a, If traveling expenses have been included in Gross 
Costs, insert the estimated amount and identify it 
as "traveling expenses". 

28, Enter the pay period~of the employer- 

29, The subcontract may cover more than one type of 
Job, In this space enter the job title and D- O, T- 
code for each job classification- Then complete 
Items 30 through 38 to describe the treatment of 
each job title- Therefore, Items 29 through 38 will 
be entered as many times as there are job titles- 

30- Enter the number of enrollees for the specific job 
class if icat ion - 

3;i, Enter the hours per week for one enrollee in the 
specific job classification, 

32. Enter the wage per hour for one enrollee in the 
specific job classif icat ion - 

33- Enter the total number of weeks in the specific 
Job classification- This would be the nximber of 
weeks times the number of enroilees, 

34, Enter the total number of weeks for one enrollee 
in the specific job classification, 

35- Enter the Tveekly wage for one enrollee in the 
specific job classification, 

36. Enter the total wages for all enrollees in the 
specific job classif ication- 

37- Enter the total amount of fringe benefits for all 
enrollees in the specific job classification. 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OP PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part I 0103(10) 

0100-0199 Procedural Guide #1 9/30/73 



SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Description and Procedure for Completion 
continued 

37a, Add Item 36 to Item 37. 

38, Enter the total amount the Department of Employ- 
ment Security will reimburse the employer/subcon- 
tractor for the specific job classification. This 
figure is arrived at by multiplying the total wage 
payments (Item 37a) by the percent of cost reim- 
bursement (Item 26). ■■ ^ 

39, Enter the name of the individual designated by the 
employer/subcontractor to be in charge of the admin- 
istration of the subcontract. 

40, Enter the telephone number of the administrator for 
the employer/subcontractor- 

41, Enter the name of the individual designated by the 
Department of Employment Security as its represen- 
tative, (This is usually the Manpower Specialist 
completing the subcontract.) 

42, Enter the telephone number of the person designated 
as DES *s representative, 

43, If there are any paid holidays, sick leave or annual 
leave to be provided by the employing organization, 
it must be spelled out in this area. If sick leave 
or annual leave are to be accumulated over the term 
of thesubcontract, then a statement must appear as 
follows: '*tf earned days of sick leave or annual 
leave accumulated over the term of this subcontract, 
are taken, they must be taken prior to the termin- 
ation date of the subcontract. 

44, Enter the name of the organisation providing the 
P, I.C, A, benefits. 

45, Enter the name of the insurance carrier providing 
Workman *s Compensation coverage to the employer. 

Enter any other benefits such as health and accident 
insurance or life insurance provided by the employer. 
32 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part I 0103(11)-0105 

0100-0199 Procedural Guide #1 9/307?? 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0103 Subcontract: Description and Procedure for Completion — 
continued 

E, The General Provisions for Cost-Reimbursement Tjj>e 
Contracts Form" The third part is a section of the 
prime contract between the Vermont Department of 
Employment Security and the United States Department of 
Z4abor. It should be attached to the aforementioned 
parts of the subcontract since these General Provisions 
are incorporated into and become part of the subcon- 
tract between DES and the employer. Copies of this 
contract 0-357-880 published in July 1969, are available 
from the U, S, Government Printing Office, Washington, 
D.C. 

0105 Subcontracts with other State Agencies . Many of the employer/ 
subcontractors who are involved with the E&D Special Work 
Project are other State agencies, as weXl as some of the 
Department of Employment Security local offices. Technically, 
the Department of Employment Security cannot enter into a 
subcontract with either another State agency or itself. 
Special forms are provided in such cases. These basically 
follow the same format as the subcontract which is used with 
only non-State employers, and they are filled out in the 
same manner. For facsimile of the C ontract for Conduct and 
Administration of Work Training Form and the Proposal for 
Special Work Project with Vermont Department of Employment 
Security Form see Section 0103 A and C. They differ only in 
that certain legal terminology is changed and unnecessary 
items are deleted. The forms to be used with all State 
agency employer/subcontractors (except DES) are: 

A. Agreement for Conduct and Administration of Work Training 
Form . This is printed on green paper to differentiate it 
from other subcontractual forms. 
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Agreement No . 
IRS- ID Number 



AGREEMENT FOR CONDUCT AND 
ADMINISTRATION OF WORK TRAINING 

This Agreement is entered into this day of 

19 , between the State of Vermont, Department 

of Employment Security , Montpelier , Vermont , hereinafter called 

the "Contractor" and 

tname and address) 
, hereinafter called the '^Agency.'* 

WHEREAS, the Contractor, on the 30th day of June, 1970, 
received a Contract under the Manpower Development and Training 
Act of 1962, as amended (MDTA) from the United States Department 
of Labor , Manpower Adm in is t rat ion (hereinafter referred to as 
the DOL), said Contract being designated as Contract No. 82-48 - 
70-30 ; and 

WHEREAS, pursuant to said Contract the Contractor is under- 
taking certain activities ; and 

WHEREAS, the Contractor desii'es to engage the Agency to 
render certain assistance in such undertaking; 

Now therefore the Contractor and the Agency do mutually 
agree as follows: 

ARTICLE 1. SCOPE OF WORK 

Agency's accepted Scope of Work outlined in the proposal 
is attached hereto and a part thei'eof and shall govern the work 
of this agreement - 

ARTICLE 2. PERIOD OF THE AGREEMENT 

The Agency shall commence performance undor the terms and 

conditions as mutuiilly established herein on the day 

of 19 and such performance shall be completed 

no later than day of 19 



ARTICLE 3. CONSIDERATION 

In consideration of the foregoing the Contractor agrees to 
reimburse the Agency allowable costs incurred , in an amount not 

to exceed (written dollar amount) ($ ) for full 

and complete performance of this agreement in accordance with DOI^ 
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regulations relating to Allowable Payment and in accordance with 
the attached proposal. 

ARTICLE 4, REPORTING 

The Agency shall prepare and submit such reports as niay be 
required from time to time in such format and detail as directed 
by the Contractor, 

ARTICLE 5, PRIME CONTRACT 

The Apency hereby agrees upon execution of this agreement 
that the General Provisions (Attacliment B) of the prime contract 
nOp 82*48-70-30 between the United States Department of Labor 
and the State of Vermont, Department of Employment Security are 
incorporated into and become part of this agreement, 

ARTICLE 6, AGREEMENT APPROVAL 

It is hereby understood and mutually agreed that not-with- 
standinK any other article of this Agreement that it shall not 
become effective until such time as the Department of Labor 
Contracting Officer has reviewed and approved the execution of 
this Agreement. 



STATE OF VERMONT 

DEPARTMENT OF EMPLOYMENT SECURITlf 



S igua ture 



Typed Name and Title 
Approved As To Form (Agency) 

Attorney General's Office S ignature 
State of Vermont 

Typed Name and Title 



, Counsel 
Department of lanployment Security 
State of Vermont 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part I 

0100-0X99 Procedural Guide #X 



SPECIAL WORK PROJECT 
SUBCX>NTRACTUAL AGREEMENTS 

0105 Subcontracts with other State Agencle"^^ — continued 

B. Proposal for Special Work Project with Ve^ont 

Department of Bnployment Security form . This Is also 
printed on green paper. 
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standard Industrial Classification 



PROPOSAL fX)R SPEC lAL WORK PROJECT 
WnH VERMONT DEPARlffiEFPrOf ElilPCoVMEMT SECURir; 
(Experimental and Demonstration Project) 



Submitted by 



(Name of Agency) 



^Date) 



(Name & Address of Agency 

proposes to conduct a Special Work Training Program to be carried 

out at beginning on or about 

(Location) 

and ending , 

The training will be carried out In accordance with the 
attached Training Plan under the general supervision of 

(Agency employee responsible 
for supervision of trainees) 

1, TRAINING PLAN 

Agency proposes to provide Special Work training for 

employees In accordance with the plan below: 
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Agency proposes to nrovlde the above Special Work training 

for a total cost of $ in accordance with this 

proposal • 

II, ELIGIBILITY 

The final responsibility for determining Eligibility will be 
made by the Vermont Department of Employment Security, 

III. NARRATIVE DESCRIPTION OF THE SCOPE OF WORK OF THIS PROPOSAL 

(A narrative description of what will be done, who will be 
served, what equipment and materials will be used ^ what services 
will be provided to trainees > and any other information necessary 
to describe what will be Included in the Special Work Program,) 
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IV. STAFF 

(A specific description of how the Agency staff will be used 
to implement the program, and a specific description of how 
Vermont Department of Employment Security staff will be used 
to implement the program . ) 



V. REPORTING 

Form ''E&D-666" will be completed by the Agency monthly. 
(See Attached Sample). 

At the discretion of the Agency > Special Work trainees 
may be released from work for supportive social and/or 
health service treatments not to exceed 10 hours in any 
working week. In order for trainees to receive pay during 
such absences from their regular training jobs, full docu- 
mentation must accompany '^Special Work Enrollee Time Card 
And Agency's Monthly Invoice." (fdrfii E&D*666) 



VI. BILLING 

Payment to Agency will be made on a cost reimbursement 
basis with billing to be submitted to Vermont Department of 
Employment Security every 30 days. 
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VII. SPECIAL tfORK PROJECT TRAINING PLAN 



Agreement No, 

Date Project No. 



Contractor : Agency : (offerer) 

Vermont Department of Employment Security 
Box 488 

Montpelier , Vermont 05602 Telephone^ 



T"i Project Schedule : 

(a) Length of Project: Total Hours Hours Per WTeek 

Number of Weeks in Period of Enrollment 
Start Dnte End Dnte ] 

(b) Number to be Enrolled^ 



(c) WTeekly Schedule 



2, Wage Information : Percent Dollars 

Agency's Portion of Gross Costs 

Cost Reimbursement to Agency 

Total Estimated Costs 



WTages will be paid to trainee(s) on a basis, and wage 

reimbursements to the Agency will be made on a monthly basis. 



3. Overall Project Summary 



DOT Job J 
Title and 
Code 


No, of 
Enrollees 


Enro 

Weeh 
Hrs . 


llee 
WTage 
Per 
Hrs, 


No, 

of 

WkS. 


Total 

Wks, 

Per 
Enrol'lee 


Wkly 
WTage 
Per 

Enrollee 


Total 
wrage 

Paymen ts 
Enrollees 


Agency 
yf\ geRe- 
im burse- 
men t 
















1 





40 

ERIC 



VIII, RESPONSIBILITY FOR ADMINISTRATION OF AGREEMENT 



The Agency designates , telephone no, 

(or such other Individual as it may name In writing with notice 
to the Contractor) as the Individual In charge of the administra- 
tion of Its promises, duties, and obligations under this contract 

The Contractor designates , telephone no, 

(or any other Individual as it may name in writing with notice of 
Agency) as Its representative. 



IX, CONDITIONS OF THIS SUBCONTRACT 



The Agency will maintain appropriate standards for the 
health, safety, and other conditions applicable to the work to be 
performed and will provide Workmen's Compensation protection for 
all trainee?, or acnldent and liability Insurance coverage to an 
extent equal to such protection. 



A, The Agency agrees that these jobs will serve a useful pur- 
pose and will not result In the displacement of any employed 
workers, 

B, The Agency agrees to employ E&D enrollees under the follow- 
ing conditions : 

1, Enrollees will be paid their regular hourly rate for each 
hour worked up to and Including 40 hours per week provid- 
ing each working day does not exceed 8 hours. For hours 
in excess of 8 per working day or in excess of 40 per work 
week trainees must be paid time and a half as specified on 
page 22 of the General Provisions, Section A, ''Contract 
Work Hours Standards Act-Overtime Compensation,'* 

The Agency is solely responsible for the payment of over'- 
Time wages to tra inees unless specified otherwise in the 
subcontract training plan. 

Trainee will be guaranteed at least 30 hours work per week, 

2, Enrollees will be paid a minimum of one dollar and sixty 
(1,60) per hour for all hours worked up to forty (40) hours 
per week and in the same manner and frequency as regular 
hourly employees, Enrollees will be entitled to regular 
wage increases in accordance with company policy, 

3, All wages are subject to income, social security, and all 
other applicable taxes. The Agency will submit payroll in- 
formation mcnthly within three (3) working days each month 
from the original starting date of the contract (See sample 
RJJM E&D-666 attached hereto) , 
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The Agency will provide adequate supervision not to exceed a 
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rat io of less than one (1) supervisor to ten (10) enrol lees . 

5, The Agency will maintain adequate standards for health, 
safety, and other conditions applicable to the performance 
of work. 

6, The Agency will maintain enrollee time card reports on forms 
supplied by and submit them to D.E.S. monthly 

(Form "E&D-666"), 

7, Authorized representatives of the D.E.S. staff will maintain 
liaison with the Agency or its representative and enrollees 
to provide supportive services as required, 

8, The Agency will allow authorized representatives of the E&D 
staff to review the activity periodically to determine the 
progress being made by the enrollee. 

9t Whenever possible, E&D will notify the Agency two (2) weeks 
before terminat iiig an enrollee's employment. Employment in 
the Special Work Project will be terminated whenever such 
action serves the needs of the enrollee. The Agency will 
notify E&D before terminating an enrollee's employment giv- 
ing E&D the opportunity to try to resolve the problems. 

10* The following conditions govern policy with respect to sick 

leave , holidays and vacation periods ; 

to be completed 



11. PICA (Social Security) is provided and paid for by; 



12. Workmen's Compensation is provided through: 
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13. Describe in detail any other conditions of trainee employ 
ment, fringe benefits offered and payment thereof: 
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VERMONT EXPERIMENTAL & DEMONSTRATION PROJECT 
SPECIAL WORK ENROLLEE TIME CARD 
AND EMPLOYER'S MONTHLY INVOICE 



(I) Subcontractor^ 
(3) Address_ 



(5) Subcontract Period: 

From: To: 

(7) Same of EnroIIee 

(9) Job Title 

(11) 

Date Hrs, Wo rked Date 

1 



(2) Subcontract # 
(4) Invoice # 



(6) Period Covered by this Invoice; 

From: To: 

(8) Social Security No. 

(10) Hourly Rate of Pay 



Hrs*. Worked 



Date Hrs, Worked 



Date Hrs* Worked 



Date Hrs* Worked 



WORKED 



(14) SUPERVISOR 


'S SIGNATURE (15) DATE 








(16) Hourly 
Rate 


(17) Total 
Hours 
Worked 


(18) Total 

Earnings 


(19) Employer's 

Fringe Benefits 

% 


(20) Total Earnings 
and Fringe 
Benefits 


(21) Percent of 
Reimburse- 
ment 


m 













Amounts claimed on this invoice constitute authorized payments in accordance with the terms of the negotiated cost 
reimbursement subcontract. 



(22) AUTHORIZED SIGNATURE 

(Employer/Subcontr actor) 



(23) TYPED NAME AND TITLE 



(24) DATE 



(25) INVOICE APPROVED (Manpower Specialist) (26) DATE 



(27) TOfTAL AMOUNT OF REIMBURSEMENT EARNED THIS 
BILLING PERIOD FOR THIS TRAINEE 
Distribution: 2-Fi3cal Section D.E.S. (original & 1 copy, both original signatures) 1 - I^ocal E6J) File, l-Employer 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part I 0105(3)-0107 

0100-0199 Procedural Guide #1 9/30/73 

SPECIAL WORK PROJECT 
SUB CONTRACTUAL AGREEMENTS 

0105 Subcontracts with other State Agencies — continued 

C. General Provisions for Oost-Reiabursement Type 

Contracts Form . For a description of this form see 
Section 0103 E. 

0107 Additional subcontractual forms . The forms to be used when 
the employer/subcontractor is a Department of Employment 
Security local office are: 

A. Directive for Conduct and Aclministration of Work 
Training Form . 
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Subcontract No. 
IRS-ID Number 



DIRECTIVE FOR CONDUCT AND 
ADMINISTRATION OF WORK TRAINING 



To: 

here ina f ter called the xocal office. 

WHEREAS, the Department of Employment Security, State of 
Vermont hereinafter called the Contractor, oii the 30th day of 
June, 1970, received a Contract under the Manpower Development 
and Training Act of 1962, as amended (MDTA) from the United 
States Department of Labor, Manpower Administration (hereinafter 
referred to as the DOL) , said Contract being designated as Con- 
tract No. 82-48*70-30 ; and 

WHEREAS, pursuant to said Contract the Contractor is under- 
taking certain activities; and 

WHEREAS, the Contractor intends that the local office render 
certain assistance in such undertaking; 

Now therefore the Contractor directs the local office as 
follows : 

ARTICLE I. SCOPE OF WORK 

The local office accepted Scope of Work outlined in the 
proposal is attached hereto and a part thereof and shall govern 
the work of this directive. 

ARTICLE 2. PERIOD OF THE PERFORMANCE 

The local office shall commence perfoinnatice under the terms 

and conditions as established herein on the ^ day 

of 19 and such performance shall 

be completed no later than day of 

19 . 

ARTICLE 3. ALLOWABLE COSTS 

Allowable costs incurred for full and complete performance 
of this directive in accordance with D*O.L. regulations relating 
to Allowable Payment and in accordance with attached proposal 
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shall not exceed ($ ), 

(written dollar amount) 

ARTICLE 4. REPORTING 

The Local Office shall prepare and submit such reports as 
may be required from time to time in such format and detail as 
directed by the Contractor* 



ARTICLE 5. PRIME CONTRACT 



The Local Office shall comply with the General Pi'ovisions 
(Attachment B) of the prime contract no, 82-48- 70-3() between the 
United States Department of Labor and the State of Vermont, De- 
partment of Employment Security, incorpoiated into and made a 
part of this Directive* 



ARTICLE 6, DIRECTIVE APPROVAL 



It is hereby understood and mutually agreed that not-with- 
standing any other article of this Directive that it shall not 
become effective until such time as the Department of Labor 
Contracting Officer has reviewed and approved the ejcecution of 
this Directive. 



STATE OF VERMONT 

DEPARTMENT OF EMPLOYMENT SECURITY 



Signature 



Typed Name and Title 

Approved as to Form 



Attorney General's Office 
State of Vermont 



, Counsel 
Department of Employment Security 
State of Vermont 

ACCEPTED 
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PROCEDURAL GUIDKS FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part r 0107(2) 

0100-0199 Procedural Guide #1 9/307 7^ 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0107 Additional subcontractual forms — continued 

B. Proposal for Special Work Project with Vermont Depart - 
ment of Eanployment Security Form . 
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standard Industrial Classification 



PROPOSAL FOR SPECIAL WORK PROJECT 
WITH VERMONT DEPARTMENT OF EMPLOYMENT SECURITY 
(Experimental and Demonstration Project) 

Submitted by 
(name of Local Office) 
(date) 

(name & address of Local Office) 



proposes to conduct a Special Work Training Program to be carried 

out at beginning on or about 

(location) 

and ending 

The training will be carried out^in accordance with the 
attached Training Plan under the general supervision of 

(local office employee responsible for 
supervision of trainees) 

I, TRAINING PLAN 

The Local Office will provide Special Work Training for 
employees in accordance with the 

plan below: 
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The Local Office will provide the above Special Work Train- 
ing at a total cost of $ in accordance 

with this proposal, 

II, ELIGIBILITY 

The final responsibility for determining Eligibility will 
be made by the Vermont Department of Employment Security, 

Hi NARRATIVE DESCRIPTION OF THE SCOPE OF WORK OF THIS PROPOSAL 

(A narrative description of what will be done, who will be 
served, what equipment and materials will be used, what services 
will be provided to trainees, and any other information necessary 
to describe what will be included in the Special Work Program.) 
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IV, STAFF 



(A specific description of how the local office staff will 
be used to implement the program « and a specific descrip- 
tion of how Vermont Department of Employment Security 
staff will be used to implement the program «) 



V. REPORTING 

Form "EfitD*666" will be completed by the local office monthly 
(See Attachment Sample). 

At the discretion of the local office « Special Work Trainees 
may be released from work for supportive social and/or 
health service treatments not to exceed 10 hours in any 
working week. In order for trainees to receive pay during 
such absences from their regular training jobs> full docu*- 
mentation must accompany **Special Work Enrollee Time Card 
and EmpXoyer*s Monthly Invoice." (Form E&D-666) 

VI. BILLING 

Billing with respect to cost reimbursement to the Department 
of Employment Security will be submitted by the local office 
to the nepartment every 30 days. 
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VII. SPECIAL WORK PROJECT TRAINING PLAN Directive No. 

Project No. 



Da te 

Contractor : 

Vermont Department of Ehiployraent Security 
Box 488 

Montpeller , Vermont 05602 Telephone 



1 . Project Schedule ; 

(a) Length of Project; Total Hours Hours Per Week 

Number of Weeks in Period of Enrollment 
Start Date End Date [ 

(b) Number to be Enrolled 

(c) Weekly Schedule 



2 . Wage Informa tion : 

Department Portion of Gross Costs 

Cost Reimbursement to Department 



Percent 



Dollars 



Total Estimated Co^ts 

Wages will be paid to 
reimbursements to the 



trainee(s) on a 
Department will' 



basis , and wage 



be made on a monthly basis 



Overall Jt^oject Summary 



Total 

Wage 
Payments 
Enrol lee£ 



EmpT' r 
Wage Re- 
imburse- 
ment 



DOT Job 
Title a 
Code 



No. of 
ndEnrolleei 



Enrollee 



Wot 
Weehj 
Ilrs 



age 
Per 
Hrs . 



of 
wks 



Total 
Wks. 
Per 
Enrollee 



TO^^ 

Wage 
Per 
Enrollee 



ERIC 



52 



vrrr, responsibility for administration of work training 



The Contractor designates ^ 

telephone no. tor such other individual 

as it may name in writing to the Contractor) as the individual in 
charge of the administration of the duties, and obligations of 
the local office under this directive . 

The Contractor designates 

telephone no, ^ (or any other individual as it 

may name in writing) as its representative, 

IX, CONDITIONS OF THIS DIRECTIVE 

The local office will maintain appropriate standards for the 
health, safety^ and other conditions applicable to the work to be 
performed. Workmen's Compensation protection for all trainees, 
or accident and liability insurance coverage to an extent equal 
to such protection will be provided by the Contractor. 

A, The local office will see that these Jobs will serve a use- 
ful purpose and will not result in the displacement of any 
employed workers, 

B, The local office will employ EScD enrollees under the 
following conditions : 

1 , The Enrollees will be paid their regular hourly rate 
for each hour worked up to and including 40 hours per week 
providing each working day does not exceed 8 hours. For 
hours in excess of 8 per working day or in excess of 40 
per work week trainees must be paid time and a half as 
specified on page 22 of the General Provisions, Section A, 
"Contract Work Hours Standards Act-Overtime Compensation/* 

Payment of overtime wages to trainees unless speci* 
fied otherwise in the training plan will be provideJT 

Trainee will be guaranteed at least 30 hours per week, 

2, Enrollees will be paid a minimum of one dollar and sixty 
(1,60) per hour for all hours worked up to forty (40) hours 
per week and in the same manner and frequency as regular 
hourly employees , 

3, All wages are subject to income, social security, and dl 
other applicable taxes. The local office will submit pay- 
roll infoi-mation monthly within three (3) working days each 
month from the original starting date of the contract (See 
sample for E&D-666 attached hereto) , 
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4, The local office will provide adequate supervision notto. 
exceed a ratio of less than one (1) supervisor to ten (10) 
enrol lees . 

5, The local office will maintain adequate standards for 
health, safety, and other conditions applicable to the per- 
formance of work. 

6, The local office will maintain enrollee time card re- 
ports on forms supplied by D*E*S* and submit them to D*E*S* 
monthly (Form *'E&D*666'*) 

7, Authorized representatives of the D*E*S* staff will 
maintain liaison with the Sponsor or his representative 
and enrollees to provide supportive services as required* 

8, The local office will allow authorized representatives 
of the E8tD staff to review the activity periodically to 
determine the progress being made by the enrollee* 

9* Whenever possible^ EtD will notify the local office 
two (2) weeks before terminating an enrollee *s employment* 
Employment in the Special (York Project will be terminated 
whenever such action serves the needs of the enrollee* The 
local office will notify E&D before terminating an en- 
rollee's employment giving EfcD the opportunity to try to 
resolve the problems , 

10* The following conditions govern policy with respect to 

sick leave > holidays and vacation periods: 

to be completed 



11< FICA (Social Security) is provided and paid for by 
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12. Workmen 's Compensation is provided through 



13. Describe in detail any other conditions of trainee 
employment, fringe benefits offered and payment thereof 
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VERMONT EXPERIMENTAL & DEMONSTRATION PROJECT 
SPECIAL WORK ENROLLEE TIME CARD 
AND EMPLOXER'S MONTHLY INVOICE 



(1) Subcontractor^ 
(3) Address 



(2) Subcontract # 
(4) Invoice # 



(5) Subcontract Period: 

From: To: 

(7) Name of Enrollee 

(9) Job Title 

(11) 



(6) Period Covered by this Invoice: 

From: To: 

(8) Social Security No* 

(10) Hourly Rate of Pay 



f 




































1 — 1 




































1 \ 1 


















i 


















i 


















(13) ENROLLEE' S SIG 


teTURE (12) TOTAL HRS. WORKED 




(14) SUPERVISOR'S SIGNATURE (15) DATE 



(16) Hourly 
Rate 



(17) Total 
Hours 
Worked 



(18) Total 

Earnings 



(19) Employer's 

Fringe Benefits 



(20) Total Earnings 

and Fringe 
Benefits 



(21) Percent of 
Reimburse- 
roent 



Amounts claimed on this Invoice constitute authorized payments In accordance with the terms of the negotiated cost 
reimbursement subcontract. 



(22) AUTHORIZED SIGNATURE (23) TYPED NAME AND TITLE (24) DATE 

(Employer/ Subcontractor) 



(25) INVOICE APPROVED (Manpoijer Specialist) (26) DATE (27) TOTAL AMOUNT OF REIMBURSEMENT EARNED THIS 

BIUING PERIOD FOR THIS TRAINEE 
Distribution: 2-Flscal Section D.E.S* (original & 1 copy, both original signatures) 1 - Local E6d> File, l-Enq)loyer 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OP PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part I 0107(3)-0109 

0100-0199 Procedural Guide #1 9/30/73 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0107 Additional subcontractual forms — continued 

C, General Provisions for Cost-Reimbursement Type 

Contracts Form . For a description of this form, see Section 
0103 E. In this entire Procedural Guide all of the 
procedural information v^hich pertains to subcontracts 
is ^Iso applicable for agreements (with other State 
agencies) and directives (to OES local offices). 

0109 Subcontract Negotiation . The primary responsibility of 
the Manpower Specialist is to develop Job slots for the 
SWP clients* He must seek out potential employer/subcon-^ 
tractors, determine the advisability of entering into a 
subcontract, and negotiate the details of the subcontract. 
The E&D Project provides a checklist to assist the Manpower 
Specialist in assessing the value and in negotiating the 
points of each prospective subcontract. He should alv^ays 
be aware of this checklist during negotiations with the 
potential employer/subcontractor. 

A. Does the Special Work position prepare the trainee for 
later employment in line with his vocational plan? 

B. Will the Special Work training equip the trainee with 
a skill or skills which will enable him to secure 
regular employment at a later date? 

C. Will the Special Work trainee he well supervised and 
have established standards of performance? 

D. Does the subcontract specifically state the terms of 
employment, pay rate, pay rate increases if any, 
Worfcinen*s Compensation, Social Security, and arrange- 
ment for payment of overtime work? 

E. Does the subcontract provide specifically for regular 
periods during the course of the Special Work Project 
in which trainees may meet with an E&D Counselor in 
order to discuss his progress, problems, etc.? 

P, Does the subcontract specify any commitment on the part 
of the employer/subcontractor to provide regular employ- 
ment to the Special Work trainee upon the completion of 
training? 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OP PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part I 0109(2)-0111 

01Q0-Q199 Procedural Guide #1 9/30/73 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0109 Subcontract Negotiation — continued 

G. Does the subcontract specify provisions for *'Bnploya- 
bility Orientation'* to be provided either on employer/ 
subcontractor's premises or at local E&D facility 
during release time provided by employer/subcontractor. 

H. Are the specific services the employer/subcontractor 
is to provide clearly spelled out? 

I. Are the specific services to be provided by E&D unit 
personnel clearly delineated? 

J* Is the correct legal title of the subcontracting 
organization used? 

Has the subcontract been signed by a person legally 
authorized to sign for the organization? 

0111 Approval and Distribution of Special Work Subcontracts . 

After the Manpower Specialist has completed the subcontract 
and secured the authorized signature of the subcontracting 
organization, he sends the first two sections (the original 
of the Contract for Conduct and Administration of Work 
Training Form and the original plus six copies of the 
Proposal for Special Work Project with Vermont Department 
of Employment Security Form ) to the Central Office, The 
subcontracting organization should keep the third section 
( The General Provisions for Cost-Reimbursement Type 
Contracts Form )" 

When the Central Office clerk receives a subcontract, he 
assigns to it a subcontract number (see Section 0103 B) . 
He enters the number in item 1 of the Contract for Conduct 
and Administration of Work Training Form and in item 15 of 
the Proposal Section, He then records the subcontract in a 
Special Work subcontract log. 

After logging the subcontract, the Central Office clerk 
sends the original of both sections to the DES legal depart- 
ment for approval. Once DES's counsel has approved and 
signed the subcontract, the legal department sends it to 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OP PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part I 0111(2) 

0100-0199 Procedural Guide TSr ~_ 9/30/73 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREOIENTS 

0111 Approval and Distribution of Special Work Subcontracts — 
continued 

the State's Attorney General's office for approval and 
signature* The Attorney General's office then returns the 
subcontract to the Central Office clerk who sends it to 
the Director of Employment Services for his review and 
approval. He returns the subcontract to the Central Office 
clerk who makes six copies of the first section (pages one 
and two) and collates them with the six copies of the second 
section (the Proposal Section). 

At this point, the subcontract is ready for distribution. 
One copy and the original go to the Department of Employ- 
ment Security Fiscal Department. The TSES Fiscal Department, 
in turn^ sends the original to the Vermont Department of 
Finance. Two copies are then routed to the originating 
local office. The local office keeps one copy on file and 
sends the other to the subcontracting organization. Two 
additional copies (with covering letter) are sent to the 
Department of Labor in Washington. The Department of Labor 
Contracting Officer reviews and approves the subcontract 
via a letter sent to the Central Office. One copy is then 
placed in the Central Office Special Work subcontract file. 
Since each subcontract has its own file folder, any subse^ 
quent correspondence^ memos, or amendments relating to the 
subcontract are placed in the designated subcontract folder. 

The Central Office clerk must maintain a record of this 
entire procedure, from the time the subcontract is initially 
received by the Central Office to the time all of the copies 
are sent to their proper destination. The record is main- 
tained so that the subcontracts cannot get lost in the 
shuffle and so that they may be processed as rapidly and 
expeditiously as possible. This routing process is recorded 
in the Subcontract Control Record Form . The form and instruc- 
tions for its maintenance are as follows; 

A, Subcontract Control Record Form 
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Subcontract 
Numbers 



Received in 
Central 
Office 



Sent to 

Legal 
Department 



Returned 
from Legal 
Department 



Sent to Di- 
rector of 
Employment 
Services 



Sent to 
Washington 



Copies sent 
to Local 
Office 



One copy . 
and original 
sent to 
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0100-0199 Pi-ocedural Guide #1 9/30/73 

SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0111 Approval and Distribution of Special Work Subcontracts — 
continued 

B. Instructions in Maintaining the Contract Control Record . 
As each subcontract is initially received by the Central 
Office clerk, the assigned subcontract number and date 
of arrival are entered in the Contract Control Record * 
The stages of the routing process are. 

1. Sent to the Legal Department 

2. Returned from Legal Department 

3. Sent to Director of Employment Service 

4. Sent^to Washington 

5. Copies sent to local office 

6. Original and one copy sent to Fiscal Section 

As each stage is completed, the completion date is 
recorded. After the last stage, the final copy should 
be filed in the Central Office subcontract files. 

0113 Subcontract Amendments > Frequently situations arise that 

require the amending of a subcontract. One reason for this 
amendment procedure is the possible need for extending a 
subcontract's time period. A desire to phase down subsidy 
or the change in the number of job slots in a subcontract 
are additional reasons. 

Since some causes for amending may be atypical, a particu" 
lar item in the amendment format may have to be changed 
occasionally to suit the situation. Once the Subcontract 
Amendment is completed and signed by the employer/subcon- 
tractor, it follows the same approval, copying and distri- 
bution procedure as the first section of the subcontract 
(see Section Dili)* When an amendment is necessary, an 
Amendment to Contract for Conduct and Administration of 
Work Training Form must be completed. As with the subcon- 
tract, this form pertains only to organizations not connec- 
ted with the State government. This form is listed below as 
are the forms needed when another State agency and the 
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SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0113 Subcontract Amendments — continued 

Department of Employment Security local office are involved. 
The same basic format is used in all three cases, the only 
difference being that the form for DES is a simplified 
version of the other amendments. 

A. Amendment to Contract for Conduct and Administration 
of Work Training Form . 
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AMENDMENT 
TO 

CONTRACT FOR CONDUCT AND ADMINISTRATION OF WORK TRAINING 



This Agreement is entered into this (1) day of 

(2) 19_ (2) between the State of Vermont > Department 

of Employment Security, Montpelier, Vermont, a government agency « 

hereinafter called the "Contractor'* and (3) 

hereinafter called the ''Subcontractor*', 



Whereas, on the (4) day of (5) 19 (5) the 

Contractor and the Subcontractor entered into a Contract for 
Conduct and Administration of the Family Assistance Program, said 
Contract being designated Subcontract No, (6) and 

Whereas, the allowable costs that have been and will be 
incurred by the Subcontractor under said Contract will be sub- 
stantially less than anticipated at the time of the execution of 
the said Contract, and 

Whereas, the Contractor and the Subcontractor have mutually 
agreed tu modify certain items of said Contract, 

NOW, THEREFORE, in consideration of the promises and agree- 
ments of the parties hereinafter contained^ it is mutually agreed: 

I> To amend and modify the proposal of the Subcontractor, 
attached to and made a part of said Contract, as follows: 

Ap The Subcontractor proposes to provide Special Work 
training for (7) employees in accordance with the attached 
plan in lieu of the number (8) and the plan set forth in 
said proposal, 

B. The Subcontractor proposes to provide the Special Work 

training for a total cost of $ (9) in lieu of the 

amount $ (10) specified in said proposal* 



II, To amend and modify Article 3 of said Contract to provide 
that the Contractor agrees to reimburse the Subcontractor allow- 
able costs incurred in an amount not to exceed $ (11) in 

lieu of the amount $ (12) specified. 



III. The Contractor and Subcontractor mutually agree to the per- 
formance of said Contract as here amended, and do release and 
discharge each other from the obligations of the Contract in 
conflict with this agreement. 

IV, It is hereby understood and mutually agreed that not-with - 
standing any other provision of this Agreement that it shall not 
beca-ne effective until such time as the Department of Labor Con- 
tracting Officer has reviewed and approved the execution of this 
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Agreement. 



STATE OF VERMONT 

DEPARTMENT OF EMPLOYMENT SECURITY 



Approved As To Form 



Signature 



(13) 



Typed Name and Title 
SUBCONTRACTOR (14) 



Attorney General '9 Office Signature 
State of Vermont 



(15) 

Typed Name and Title 



, Counsel 
Department of Ehiployment Security 
State of Vermont 



ERJC 
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0113 Subcontract Amendmenta -- continued 

B. Amendment to Agreement for Conduct and Admlnlatratlon 
Of Work Training Form . 
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AMENDMENT 
TO 

AGREEMENT FOR CONDUCT AND ADMINISTRATION OF ffORK TRAINING 



This Agreement is entered into this day of 

19 between the State of Vermont, Department of Emplojnnent 

Security , Montpelier, Vermont , a government agency, hereinafter 

called the "Contractor" and 

hereinafter called the ''Agency*', 

WhereaOf on the day of 19 the 

Contractor and the Agency entered into an Agreement for Conduct 
and Administration of the Family Assistance Program^ said Agree-* 
ment being designated Agreonent No. and 

WhereaSf the allowable costs that have been and will be 
incurred by the Agency under said Contract will be substantially 

^ than anticipated at the time of the execution of the 

said Agreement, and 

WhereaSf the Contractor and the Agency have mutually agreed 
to modify certain items of said Agreement. 

NOVf THEREFORE, in consideration of the promises and agree- 
ments of the parties hereinafter contained , it is mutually agreed 

I. To amend and modify the proposal of the Agency attached to 
and made a part of said agreement as follows: 

A. The Agency proposes to provide Special Work training 
for employees in accordance with the attached plan in 
lieu of the number and the plan set forth in said pro- 
posal. 

B. The Agency proposes to provide the Special Work training 

for a total cost of $ in lieu of the amount $ 

specified in said proposal. 

II. To amend and modify Article 3 of said Agreement to provide 
that the Contractor agrees to reimburse the Agency allowable 

costs incurred in an amount not to exceed $ in lieu 

of the amount $ specified. 

III. The Contractor and Agency mutually agree to the performance 
of said Agreement as here amended, and do release and discharge 
each other from the obligations of the Agreement in conflict with 
this Amendment. 

IV. It Is hereby understood and mutually agreed that not-^ith - 
standing any other provision of this Agreement that it shall not 
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become effective until such time as the Department of Labor 
Contracting Officer has reviewed and approved the execution of 
this Agreement p 



Approved As To Form: 



Attorney General's Office 
State of Vermont 



, Counsel 
Dept. of Emplojnnent Security 
State of Vermont 



STATE OP VERMONT, DEPARTMENT 
OP EMPLOYMENT SECURITY 

Signature 

Typed Name and Title 
AGENCY: 

Signature 

Typed Name and Title 
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0113 Subcontract Amendments — continued 

C. Amendment to Directive for Conduct and Administration 
of Work Training Form . 
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AMENDMENT 
TO 

DIRECTIVE FOR CONDUCT AND ADMINISTRATION OP WORK TRAINING 



To: 



WHEREAS, on the 1st day of July, 1972, the Department of 
finployment Security, State of Vermont, hereinafter called the 

contractor issued a Directive to 

hereinafter called the 
Local Office, for Conduct and Administration of the Family 
Assistance Program, said Directive being designated Directive 
No. , and 

WHEREAS, the allowable costs that have been and will be 
incurred by the local office under said directive will be more 
than anticipated at the time of issuance of said Directive. 

NOW, THEREFORE, Directive No. is modified and 

amended as follows: 



STATE OF VERMONT 

DEPARTMENT OF EMPfLOYMENT SECURITT 



Signature 

Approved As To Form: 



Typed Name and Title 

Attorney General^s Office, 

State of Vermont ACCEPTED: 

^ By: 

, Counsel 
Department of Employment Security 
State of Vermont 
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0113 Subcontract Amendments — continued 



D. Instructions for Completing Amendment to Contract for 
Conduct and Admlnlstration"of Work Training 
the Amendmentto Contract for Conduct and Administra - 
tion of Work Training gor '^ the toilowing guide should be 
used; 

1, Enter the current day of filling out the amendment, 

2, Enter the current month and year, 

3, Enter the complete legal name of the subcontracting 
organization. 

4* Enter the day on which the original subcontract 
was drawn up. 

5, Enter the month and year in which the original sub- 
contract was drawn up, 

6, Enter the assigned subcontract number. 

7, If there is a change in the number of Job slots ^ 
enter the new nximber of employees the subcontract 
is to cover. 



8, If there is a change in the number of Job slots « 
enter the original number of employees the subcon- 
tract was to cover. If Items 7 and 8 are filled out, 
it is necessary to complete and attach the ^'Special 
Work Project Training Plan*' ( Proposal for Special 
Work Project with Vermont Department of Etaployment 
Security Form , see 0103 C) . 

9, If there is a change in the total cost of the 
Special Work training, enter the new amount. 

10. If there is a change in the total cost of the 
Special Work training, enter the original amount, 

11, Enter the new amount of subsidy the Department of 
Employment Security agrees to give the subcontractor. 
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0113(63-0115 
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Procedural Guide #1 



9/30/73 



SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 



0113 Subcontract Amendmenta — continued 



12. Enter the original amount of subsidy the Department 
of Employment Security agreed to give the subcon- 
tractor, 

13. Enter the name and title of the Director of the 
Bmployment Service. 

14. Enter the legal name of the subcontracting organic 
zation. 

15. Enter the name and title of the individual author- 
ized to sign for the subcontracting organization. 



0115 Subcontract Terminations , At times, it is advantageous to 
terminate a subcontract. Once funds are allocated for a 
specific subcontracl^ they are not available for other 
subcontracts. Therefore^ if a subcontract has vacant Job 
slots f its termination may be advisable so that the funds 
may be used for other purposes. Another situation which 
may require subcontract termination arises when the 
employer/subcontractor's training is not up to par. 

When subcontract termination is necessary, a SWP Subcon - 
tract Termination Amendment Form must be completed. As 
usual, there are three different termination forms: one 
for a subcontracting organization not connected with the 
State government; one for other State agencies; and one 
for the Department of Employment Security (OES) local 
offices. 

The same basic format is used for terminations with organ- 
izations not connected with the State government and other 
State agencies, and they follow the same approval, copying 
and distribution procedure as the first section of the 
subcontract (see Section Olll). The instructions for 
completing the SffP Subcontract Termination Amendment Form 
are listed subsequent to the forms below. 

The form used with the DES local offices follows a simpli- 
fied format and must be signed only by the Director of 
Employment Service. The procedure for copying and distri- 
bution is the same as that for the other termination forms. 
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0115 Subcontract Terminations — continued 

A, SWP Subcontract Termination Amendment Form for Subcon - 
tracting Organizations Not Connected With the State 
Government. 



0115(2) 
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SWP SUBCX)NTRACT TERMINATION 
AMENDMENT FORM 



This Agreement is entered into this (1) day of (2) 
19 (2) between the State of Vermont, Department of Itaployment 
Security, Montpeller, Vermont, a government agency, hereinafter 

called the "Contractor*' and (3) ^ 

hereinafter called the **Subcontrac- 

tor»'. 

Whereas, on the (4) day of (5) 19 (5) 

the Contractor and the Subcontractor entered into a Contract for 
Conduct and Administration of the Family Assistance Program, said 
Contract being designated Subcontract No. (6) and 



Whereas, the Contractor and the Subcontractor have mutually 
agreed to the termination of said Contract. 

NOW, THEREFORE, the Contractor and the Subcontractor mutu- 
ally agree to release and discharge, and do release and discharge, 
each other from the obligations of the Contract. 



STATE OF VERMONT 

DEPARTMENT OF EMPLOYMENT SECURITY 



Signature 

(7) , ES Director 

Typed Name and Title 

Approved as to Form SUBCONTRACTOR (8) 



Attorney General^s Office Signature 
State of Vermont 

Typed Name and Title 

, Counsel 
Department of Eitiployment Security 
State of Vermont 
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SPECIAL WORK PROJECT 
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0115 Subcontract Terminations — continued 

B, SWP Agreement Termination Amefidtoent Form for Other 
State Agencies " 
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SWP AGREEMENT TERMINATION 
AMENDMENT FORM 



This Agreement is entered into this day of 

19 between the State of Vermont, Department of Qaployment 

Security, Montpeller, Vermont, a government agency, hereinafter 
called the ''Contractor'* and 

hereinafter called the ''Agency". 

Whereas, on the day of 19 the 

Contractor and the Agency entered into a Contract for Conduct 
and Administration of the Family Assistance Program, said Con-* 
tract being designated Subcontract No. and 

Whereas, the Contractor and the Agency have mutually agreed 
to the termination of said Contract, 

NOW, THEREFORE, the Contractor and the Agency mutually 
agree to release and discharge, and do release and discharge, 
each other from the obligations of the Contract. 



STATE OF VERMONT 

DEPARTMENT OF EMPLOYMENT SECURITY 



Signature 

J ES Directo r 

Typed Name and Title 

Approved as to Form AGENCY 



Attorney General's Office signature 
State of Vermont 

Typed Name and Title 

, Counsel 
Department of Employment Security 
State of Vermont 
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0115 Subcontract Terminations — continued 

C. Directive for Termination Form for Department of Employ - 
ment Security Local Offices. 
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DIRECTIVE FOR TERMINATION 



TO: local office of the 

Department of Ehiployment Security, 

Directive No, ^ dated 19 

is terminated effective 19 



Dated this day of 19 



State of Vermont, Department 
of Qnployment Security 

By: 

, Director 
Vermont State ^plosrment 
Service 
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SPECIAL WORK PROJECT 
SUBCONTRACTUAL AGREEMENTS 

0115 Subcontract Terminations — continued 

D, Instructions for Completing the SWP Subcontract Termin " 
ation Amendment Forro , 

1, Enter the current day of filling out the termina- 
tion. 

2, Enter the current month and year, 

3, Enter the complete legal name of the subcontracting 
organization* 

4* Enter the day on which the original subcontract was 
drawn up. 

5. Enter the month and year the original subcontract 
was drawn up. 

6. Enter the assigned subcontract number* 

7. Enter the name and title of the Director of the 
Bnployment Service 

8* Enter the legal name of the subcontracting organi- 
zation. 

9, Enter the name and title of the individual author- 
ized to sign for the subcontracting organization. 
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MARKETING 
SPECIAL WORK PROJECT 
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0200-0299 Procedural Guide ff2 9/3o773 

MARKETING 
SPECIAL WORK PROJECT 

0200 Introduction . The Manpower Specialist must be familiar with 
the basic Information necessary to market Special Work Pro^ 
Ject to potential employers* General marketing procedure 
and specific procedure for marketing Special Work is util- 
ized by the Manpower Specialist who makes the direct contact 
In soliciting employers* A standard form letter Is also 
available to the Manpower Specialist to be used as the 
Initial contact with the prospective employer* This Proce- 
dural Guide Is composed of a general discussion on marketing 
procedure; a form letter to potential employers soliciting 
their participation In the project; and a specific check- 
list to be used In marketing Special Work Project* 

0203 General Marketing Techniques and Special Work Project * In 

order to market Special Work Project, the Manpower Speclal- 
1st must utilize the basic selling techniques used to 
market any product* Knowledge of the product Is the most 
important asset a salesman can possess* Confidence Is 
gained from knowledge and grows with use* 

The goal Is to Identify the employer's need and then sat- 
isfy the need* This goal is achieved by promotion, study^ 
analysis and presentation* Helping a businessman recognize 
his problems by placing our full range of services, know- 
ledge, experience and ability at his disposal will serve 
this goal* The more the Manpower Specialist listens, the 
better he can determine what the employer's problems and 
needs are* With this knov/ledge he is In the position to 
solve or alleviate these problems and fulfill these needs* 

When making the first contact with an employer, It Is desir- 
able to start as high up the ladder as possible* It Is 
difficult to go to the principal v;hen turned dov;n by a sub^ 
ordinate* Also, an Introduction by the boss usually produ-* 
cea a very attractive reception* 

Being of service to an employer is the most Important 
approach* As a representative of the Qnployment Service, 
the Manpower Specialist should offer him the full range of 
Employment services* If he has any requests, they should be 
referred to the proper division for action* It Is Impera- 
tive, however, that his request be followed up prior to 
calling on him again to Insure action was Initiated* If 
results v;ere obtained through the regular channels, the 
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MARKETING 
SPECIAL WORK PROJECT 

0203 General Marketing Techniques and Special Work Project — 
continued 

Manpower Specialist should have a receptive audience on 
the next visit. 

0205 Initial Contact with Potential Employer . Following is a 
standard form letter to be used for mailing to nonprofit 
private and public employers for the purpose of soliciting 
their participation in Special Work Project. Approximately 
one week after mailing this letter, it should be followed 
by direct contacts with individual employers. 
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MARKETING 
SPECIAL WORK PROJECT 

0205 Initial Contact with Potential Employer — continued 

A, Sample Form Letter to Potential Employers; 

Sept, 5, 1972 

Dear Mr. Doe: 

The Vermont Department of Employment Security is 
currently operating an Experimental and Demonstration 
Manpower Pilot Project in order to develop and test 
certain manpower operations. One goal of the program 
is to provide ''Special Work'* experience to low-income* 
unemployed individuals with families in order that 
these individuals may perform work in the public 
interest and simultaneously develop marketable Job 
skills leading to nonsubsidized employment. The aim 
is to secure Job "slots" among nonprofit employers 
for all eligible clients. The clients to be placed in 
such positions would be provided sufficient work 
experience to make them acceptable for entry-level 
positions in the general labor market. Among the con- 
ditions attached to the arrangements are: 

1. Work to be done by clients is work not now being 
done. 

2. Such work does not displace any present employee. 

3. The work would be in the public interest. 

4. The employer obligates himself to provide neces- 
sary helpful supervision, 

5* When possible, the employer retains satisfactory 
trainees as permanent^ nonsubsidized employees. 

The time limit for the project is the end of the 
current fiscal year< The employer may be reimbursed 
between 60% and 100% of the hourly gross wage paid to 
the cliont depending upon the amount of supervision 
and assistance which the employer can provide. The 
employer will recapture a percentage of his salary 
expenditure by monthly billings to the Department of 
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MARKETING 
SPECIAL WORK PROJECT 

0205 Initial Contact with Potential Bnployer — continued 

Employment Security. To the extent possible, it is 
hoped that trainees placed in *'Special Work*' posi- 
tions will be able to move into a regular position with 
the training employer once the trainee has been brought 
to an ewplojrment level acceptable to the training 
employer. 

In the near future, a Manpower Specialist from this 
department will be in contact with you, to ascertain 
the potential in your organization for ^'Special Work 
Slots". At that time, any questions that you may have 
can be answered by our representative. 

Sincerely yours, 



> Director 

Vermont state 
Employment Service 

0207 A Checklist of Suggested Marketing Techniques for Promoting 
'Special Work Training . Following are some of the advantages 
Special Work Project may have for an employer. One or 
several points may be used to answer the objectives of a 
specific employer and may be elaborated upon: 

A. Low-cost help during periods at budgetary stringency. 

B. A source of entry-level employees who can be trained to 
an employer's unique requirements for eventual retention 

C. Increased productivity through expanded staff. 

D. Increased potential for experimentation with own new 
programs , 

E. Provide means to test and improve employer*s supervi- 
sory staff training capability. 

Source of new employees for an organization with recruit 
ment difficulties. 
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SPECIAL WORK PROJECT 

0207 A Checklist of Suggested Marketing Techniques for Promoting 
Special Work Training — continued 

G. Enables employer to make a positive contribution to 
alaeviating ^'hard-core" unemploj^ent , 

H. Asajists the ''hard-core" unemployed in becoming a self - 
sustaining member of society. 

I. Assists getting welfare clients off public assistance, 
thus decreasing the overall tax burden, 

J, Acquaints employer's staff with the multiple problems 
of the "hard-core" unemployed, 

K, Allows employers to participate in manpower experiment. 

L. Enables an employer to review his entry-level Job 
requirements to determine if they are set too high. 
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ENHOLLEE TIME CARDS AND 
EMPLOYER'S MONTHLY INVOICES 



0300 Billing Procedure , Billing to the Department of Employment 
Security for Special Work is submitted monthly by the 
employer on the Special Work Enrollee Time Card and 
Emplover'g Monthly Invoice. Form ESaD-666 . It is composed 
of the Enrollee Time Card and the Qnployer^s Monthly 
Billing Invoice, The first of these documents the hours 
a trainee worked during the month. The second details the 
amount of wages paid to the Special Work trainee and the 
amount of reimbursement due to the employer* 

A, Special Work Enrollee Time Card and Bnployer's Monthly 
Invoice* Form EStD-666< 
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VERMONT EXPERIMENTAL & DEMONSTRATION PROJECT 
SPECIAL WORK ENROLLEE TIME CARD 
AND employer's MONTHLY INVOICE 



(1) 

(3) 
(5) 

(7) 
(9) 
(11) 



Subcon tr ac tor_ 
Address 



(2) Subcontract # 
(4) Invoice # 



Subcontract Period 

Frora: 

Name of Enrol lee 
Job Title 



To: 



(6) Period Covered by this Invoice: 

From: To: 

(8) Social Security No. 

(10) Hourly Rate of Pay 



I 


















— i 


















r 






















































) 




































(13) ENROLLEE' S SIGl 


^TURE (12) TOTAL 


HRS. WORKED 




(14) SUPERVISOR'S SIGNATURE (15) DATE 



CO 
-4 





(17) Total 


(18) Total 


(16) Hourly 


Hours 


Earnings 


Rate 


Worked 











(19) Bnployer's 

Fringe Benefits 



reimbursement subcontract. 



au 



(20) Total Earnings 
and Fringe 
Benefits 



(21) Percent of 
Reimburse* 
fDent 



thorized payments in accordance with the terms of the negotiated cost 



(22) AUTHORIZED SIGNATURE (23) TYPED NAME AND TITLE (24) DATE 

(Employer/ Subcontractor) 



(25) INVOICE APPROVED (Manpower Specialist) (26) DATE (27) TOTAL AMOUNT OF REIMBURSEMENT EARNED THIS 

BILLING PERIOD FOR THIS TRAINEE 
Distribution: 2-Fiscal Section D.E.S. (original & 1 copy, both original signatures) 1 - Local E6tD File, I-Employer 



VT DBS 
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ENROLLEE TIME CARDS AND 
EMPLOYER'S MONTHLY INVOICES 

0300 Billing Procedure — continued 

One original and three carbon copies of the form will be 
required for each Special Work trainee covered by the sub- 
contract. The employer retains one carbon copy for his 
files and sends the other two carbon copies and the 
original to the Manpower Specialist for his approval and 
signature. The Manpower Specialist retains one carbon copy 
for his files, and then sends the original and one carbon 
copyt both of which should bear original signatures, to 
the Central Office. The Central Office sends the carbon 
copy and the original to Fiscal Section for payment proces- 
sing. Fiscal Section retains the carbon copy and sends the 
original to the State Finance Department, 

The Manpov^er Specialist must explain to the Special Work 
employer the procedure for completing and submitting the 
B&D-666 form, since the procedure is primarily the employ- 
er's responsibility. For instructions in completing the 
E&D-^666 form, see Section 0300 B. 

B . Instructions for Completing the Special Work Enrollee 
Time Card and Bnployer^s Monthly Invoice^ Form E^Y}Se6 . 
The ESeD-666 form should be submitted monthly, the first 
submission being 30 days after the subcontract's 
starting date. The form should be completed in the 
following manner for each trainee covered by the sub- 
contract: 

1, Enter name of employer. 

2, Enter subcontract number. 

3, Enter the address of the employer (i.e., where the 
training is taking place). 

4, Enter the invoice number (sequential billing periods). 
This should be the number starting with one (1) for 
the first billing period under the subcontract, a 
hyphen and a number for each enrollee (i,e,, 1-1, 

1- 2, 1-3 etc.). The second billing period would be 

2- 1. 2-2, 2-3 etc. 

5, Enter the beginning and ending dates of the subcon- 
tract . 
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B, Enter the beginning and ending dates of the billing 
period for which reimbursement Is being requested, 

7. Enter name of Special Work trainee occupying the 
slot covered by this form. 

8. Enter trainee's Social Security Number. 

9. Enter the Job title and D, 0, T, Code for the Job slot 
covered by this form. 

10* Enter the hourly pay rate for the Job slot covered 
by this form. 

11. Enter the month and day of scheduled work and the 
number of hours that the enrollee worked for each 
day. No remarks are necessary except In the "hours 
worked" blocki where the following Information for 
paid time off authorized by the subcontract, and 
the number of hours the time off represents must 
be entered: -V 

a. Pd. Hoi. - paid holidays 

b. Pd. S.L. - paid sick leave 

c. A.L. ^ paid annual leave 

12. Enter the total number of hours the trainee worked 
during the billing period, including any authorized 
leave or holidays under the subcontract. 

13. Trainee should enter his signature to indicate that 
he was paid for the dates and hours listed. 

14- The supervisor should enter his signature to indi- 
cate that the trainee worked the dates and hours 
listed . 

15. Enter the date signed by the supervisor. 

16. Enter the hourly rate of pay (same as Item 10). 



0300(3) 
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0300 Billing Procedure — continued 

17, Enter the total number of hours worked including 
any authorized leave or holidays under the sub- 
contract (same as Item 12). 

18, Enter the total earnings of the trainee in this 
billing period (Item 16 times Item 17). 

19, Enter the percent of fringe benefits iSaid and the 
dollar amount of fringe benefits. 

20. Enter the total amount of earnings (Item 18) and 
fringe benefits (Item 19). 

21. Enter the percent of reimbursement authorized by 
the subcontract. 

22. E^ch invoinr^ 'sI-'vjIu ne signed by an authorized 
person from the employing organization. 

23 the name and address of the person authorized 

the employing organization to sign this invoice. 

24. Enter the date signed. 

25. The Manpower Specialist for the E&D local office 
should sign approval of this invoice. 

26. Enter the date of the Manpower Specialist's 
signature , 

27. Enter the total amount of reimbursement due to the 
employer this billing period for this trainee (Item 
20 times tiem 21) . 
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0400 Introductio n^ When a potential client is referred to the 
E^D Project, the Counselor must first determine his 
eligibility by checking certain criteria pertaining to 
income, employability and family size. Once a client has 
been determined eligible and a suitable candidate for 
Special Work trainings he must be oriented to the program 
so that he is aware of the project's purpose, how the 
project operates, responsibilities of the enrollee and 
employer, and expected program outcomes. After initial 
orientation, the client is enrolled into a training job slot, 
and his entry is recorded by a Trainee Status Form . When 
he leaves the training Job slot"]^ the same form is used to 
record his departure. This Procedural Guide describes the 
procedure for determining Special Work Project eligibility, 
identifies the points that should be covered in a trainee's 
program orientation, and explains the function of the 
Trainee Status Form . 

0403 Eligibility Determination ^ In order to determine the eligi- 
bility of a potential client, an Application Information 
Record. Form MA-101 and an MA-ini Supplemental Form: pa rt Ctfl^^st 
be completed about the applicant. These two forms and 
instructions for completing the second are listed below. 

A. Application Information Record, Form MA-101 . 
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0403 Eligibility Determination — continued 

B. MA-lOl Supplemental Form: Part C 



ERIC 



riA-iOi SUPPLEMENTAL FORM: PART 



i< Number of jobs applicant hss held In pact 12 months period < 

Of these jobs, how many uerc left voluntarily , 

2. Highest hourly wage earned on any job prior to SWP < 

3. Hours worked per week on last job , 

4. Household members other than applicant contributing to family income 
during the past 12 months. List each nember contributing, (By 
family relationship, not name; that is, "wife," "husband," "son>" etc.) 



S. What are the actual number of years of gainful employment applicant 
has had^ . 



0. Of these yearo, hou many were for 6 months or less 

7. Question applicant; "v/ith your qualifications, what do you feci 
would be a fair hourly wage for an employer to pay you 



^^This MA-107. Supplemental Form: Part C ic to be filled out for all 
Special Hork cnrollees whether they bo W.l.M. or Mon"W.l.l^ . It need 
not be completed for persons who are not enrolled in Special Work, 
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0403 Eligibility Determination — continued 

C, Instructions Completing the MA-101 Supplemental 

Form: Part C , The MA-lOl Supplemental Form: Part C is 
filled out in the following manner : 

1, Enter the total number of jobs the applicant has 
held in the past 12 months, and the ntimber of these 
jobs which the applicant left voluntarily, 

2, Enter the highest hourly wage the applicant ever 
received. This does not have to be within the past 
12 months, 

3, Enter the number of hours the applicant worked per 
week on his most recent job, 

4, Enter each household member (except applicant) con- 
tributing to family income during the past 12 months, 

5, Enter the total number of years the applicant has 
been gainfully employed. If he was employed for only 
part of a year, it should be considered a year, 

6, Of the total number of years in Item 5, enter the 
number of years in which employment was six months 
or less, 

7, Enter the applicant*s conception of a fair hourly 
wage for himself. 

From the information obtained by these two forms, it can be 
determined whether or not the applicant meets the Special Work 
eligibility criteria. A **SWP eligible** person must be a member 
of a low-income family with children. The maximum allowable 
income of a family who can be classified as low-income is: 



FAMILY SIZE 



MAXIMUM ALLOWABLE 



INCOME 



2 
3 
4 

5 
6 
7 
8 



3, 120 
3,720 
4,320 
4,920 
5,370 
5,820 
6,120 
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0403 Eligibility Determination — continued 

For the purpose of this very basic eligibility determlna- 
tion, ''income'^ may be considered as income from any and 
all sources except welfare payments of any type. 

Applicants considered for Special Work Project should 
also have one of several characteristics. They should 
either have had no recent work experience (although they 
may have rusty work skills that need brushing up) or If 
they jEfilfi previously employed^ unable to. retain employment 
because of poor work attitudes and habits p An applicant may 
also be affected by current seasonal unemployment or tempor^ 
ary unemployment due to the general economic downturn or In 
holding status, awaiting MDTA or WIN skill training slots 
currently occupied to be considered for Special Work Project. 

It Is necessary to matee one original and one copy of both 
the MA-101 and MA-101 Supplemental C forms. The originals 
are sent to the Central Office upon a client's entry Into 
a job training slot, and are used by the Central Office 
clerk in data accumulation-- They are then filed in 
the client's individual file folder. The copies are 
retained in the local office's Counselor's file* 



0405 Special Work Orientation . Each trainee should receive 
individual orientation to the subject of Special Work* 
There should be at least one discussion with the client 
deallnpc specifically with the project in which the trainee 
is to b\j placedp The program orientation focuses on the 
purpose of the program, how it operates, responsibilities 
of the enrollee and employer, benefits and services pro- 
vided for the enrollee, and expected program outcome. 

Since each case is unique^ the orlenter (usually a Coach or 
a Counselor) must be flexible in deciding when, where and 
how the orientation should take place* In many Instances, 
there Is need for more than one orientation session. At 
times, it is advantageous to continue Individual orlenta^ 
tion on-sire with a trainee in order that a detailed 
discussion of his particular job slot can be held. In all 
cases, the orienter should be constantly aware of the 
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0405 Special Work Orientation — continued 

client's needs, and those needs should determine the course 
of orientation. 

Before a trainee actually reports to his Special Work Job, 
he should be verbally provided with the following mlnliium 
amount of basic Information: 

A. What Is Special Work? 

B. Why Is the trainee being directed to the Special Work 
Job? 

Hov long will the Special Work Job last? 

D. Is there the possibility that the Special Work Job 
might be permanent? 

E. If the Special Work Job Is not to be permanent, what 
will b© the possibility of employment after the comple- 
tion of training? 

F. Who Is the Special Work trainee responsible to — the 
E&D unit or the employer? 

G. What will the trainee's relationship with the local 
unit be? 

H. When and how much will the trainee be paid? 

I. Will Special Work training lead to a salary Increase 
upon completion of training? 

J. Are there any fringe benefits? 

K. Can the employer fire the Special Work trainee? 

L. What should the trainee do If problems develop In the 
course of his Special Work Job? 

H. Who should the trainee turn to If non-work problems 
arise? 
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0405 Special Work Orientation — continued 

N. How will the trainee arrange for child care, if such is 
necessary? 

0. What can be done if the Special Work trainee lacks an 
article of clothing or piece of equipment essential to 
his Special Work Job? 

P. What can be done for the trainee who does not have his 
own transportation? 

Can the Trainee expect any supportive counseling from 
E&D during the course of his Special Worh employment? 

R. Are there any other support services from which the 
trainee can benefit? 

It must neither be assumed that the trainee understands this 
inf oimation without being told, nor that someone else has 
provided such information. One person, either the Counselor 
or the Coach, should be assigned to review this basic infor- 
mation with each individual Special Work client. 

0407 Trainee Status Form . The Trainee Status Form is designed to 

record the •ntry into or departure from a Special Work train- 
ing slot. Therefore, if a client has enrolled in four Special 
Work training experiences, there would be a total of eight 
Trainee Status Forms completed on him. It is necessary to 
have one original and three copies of each Trainee Status 
Form. In the Trainee Status Form , '^termination" means leaving 
the Job training experience at any point, either before or 
on the scheduled training completion date. For purposes of 
data accumulation, (see Part VII) ''terminating'' is defined 
as leaving the Job training experience before the scheduled 
training completion date, and "completing" Is defined as 
leaving the Job training experience on the scheduled training 
completion date. 

Following is the font, the information it supplies (which is 
filled In by a Manpower Specialist) and Its dlGtrlbutlon 
procedure: 

A. Trainee Status Form . 
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TRAINII STATUS 
I A 0 KOJKT 



TrtlnM will □ B#fla, □ Ttnnlutet trtlnlns u 

OcatptOMU] nut 

In Um: □ Sp^cUl Work Contract No. 

□ UpgrwUxki Cootnct No. 

n Enricbmtnt Training 

Nitur* 

it 

Naint of OrfEJisitlon 

located tt . on 

HouriyPiy Rate | Brtbnated Hcmttaly Eiralngs I 



FOR TERMINATIONS^ COMPLETI BiLOW 



Asof thii trainee i^ould b« daaslfied as tarmtnated becauie: 

Mb 



□ 


1- Placed In Employment 


□ 


e. 


Transportation Problem 




□ With SpecUl Works Employer 


□ 


7. 


Cannot Locate 




□ In Otber Employment 


□ 


8. 


Pull-TUne Schooling 




Q Upgraded: 


□ 


9. 


Found Own Employment 




Job TlUe 


□ 


10. 


InatltutloaaUzed 




DOT Code 


□ 


11. 


Returned to Wtifare 




Hours per week 


□ 


12. 


Deceased 




Houflr Wage 


,. . □ 


W. 


Moved From Area 




bnployer 


□ 


14. 


Returned to WIN 


□ 


2. Diadurged by Employer 


□ 


15. 


Transferred to Otber Program 


□ 


3. Refused to Continue 


□ 


16. 


Other (specify) 



□ 4. Health Beiioni 

□ 5. Pregnancy 



Diatiibutlon: 1 copy to Employer 

3 copLea to Cefitnl Offlce BAD Unit 
1 copy to E Ic D Local Offlce 



VT, on 



100 



woo m T-T> 



PROCEDURAL GUIDES FOR 
ADUINISTRATORS OF PUBLIC SERVICE RllPLOYllENT PROJECTS 

Part ly 0407(2) 

0400*0499 Procedural Guide »4 9/30/73 

SPECIAL WORK ELIGIBILITST, 

ORIENTATION, 
ENROLLMENT AND DEPARTURE 

0407 Trainee Status Form continued 

B. Information Supplied by the Tralnae Status Form . 

1. VTho Is being, or has been, trained*, name of trainee, 
his address, Social Security Number and Occupational 
Title. 

2. Whether the trainee Is beginning or terminating 
training. 

3. The employing organization's name, address and 
Special Work subcontract number. 

4. Date vhen training begins or ends. 

5. Client's pay rate during training. 

6. If the trainee Is terminating, the reason for 
terminating. 

C. Distribution Procedure of the Trainee Status Form. 

1. The original and one copy are sent to the Central 
Office. The Central Office sends the original to 
Fiscal Section for payroll encumbrance and use« 
the copy to provide Information for the data 
matrices. The copy Is then filed In the client's 
Individual file folder. 

2. One copy Is sent to the employer. 

3. Ono copy Is kept In the file In the local office. 
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0500 Introduction . In Special Work Project^ there are two 

types of tunds which can be used by the G&D field staff 
to purchase articles and services for clients when no 
other resource Is available. These two funds provide 
Training Related Expenses and Enrichment Training, 

**Tralnlng Related Expenses** are defined as **Eicpense0 
Incurred In providing necessary goods or services required 
If a trainee Is to be able to participate In Special Work 
training when such required goods or services cannot be 
obtained through normal means such as provisions by Social 
Welfare^ Vocational Rehabilitation, Employment Service or 
other establlrhed means. Including volunteer provisions of 
such goods or services*'. 

"Enrichment Training" In the context of EfcD Special Work 
Involves two approaches to dealing with trainee deficient 
cles In basic education skills and job related skills. 
The former places emphasis on remedial Instruction In the 
**3R*s*' which will assist trainees to speaks read and write 
with sufficient ability In these areas to function com- 
petently In the performance of their employment duties. 
The latter stresses training which develops employment 
skills; Its goal should be to provide Increased competence 
In the specific skills Involved In performing training 
jobs so as to Increase chances that trainees will be 
permanently retained In such jobs. Enrichment Training 
funds should be utilized only when the required training 
cannot be obtained locally through other funding resources, 

0503 Obtalnment of Training Related Funds and Billing Procedure , 
The Central Office will give careful consideration to every 
request for approval of Training Related Expense (TRE) no 
matter how out of the ordinary the requested expenditure 
might be. The purchases of automobiles, furniture or office 
equipment will not be permitted, although rental of such 
Items will be considered. If items or services such as 
dental correction, hearing aids or eyeglasses cannot be 
obtained through existing channels from cooperating agen-^ 
cles and organizations, they will be considered. 

Training Related Expenses are limited to $500,00 per slot. 
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0503 Obtalnment of Training Related Funds and Billing Proce * 
dure — continued 

Any tranBactlon concerning Tlrulnlng Related Expenses must 
be handled by the local unit staff. No trainee Is permitted 
to secure estimates, contract for goods or services or 
purchase goods or services. If a trainee should take any oS 
the preceding steps « he will boar the full and sole respon- 
sibility for such obligations. It Is of utmost Importance 
that local unit staff members convey this Information to 
all E&D trainees. 

The Bnplojment Service local office Manager Is the person 
to recommend that the expenditure of Training Related Funds 
Is essential In order for a trainee to enter Into or continue 
Special Work training. When one Request for Approval of 
Training Related Expenses Form (ntE form) Is used to cover 
expenses for more than one trainee, the Central Office must 
be provided with a breakdown which shows the cost per item 
and the precise dollar amount to be spent for each trainee. 
When completing the form, the statement in the Justification 
of Need for Purchase section should always be precise and 
should include any detail which clearly shows the trainee^s 
need for this support from E&D Training Related Funds. 
Subsequent to the following TRE form are two basic proce* 
dures which cover Training Related Ebcpenses. 

A, Request for Approval of Training Related Espenses Form . 



Q5Q3(2) 
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UQUUT rat UPiWAL or TRAIMIHC 



TO: 



Loettloa 



I,S, LOCAL Ornct HAMCER! Ch«ck wd tliB your ntm tfur CIm tp^roprUt* ttAtMiit 

Tb« folloviiig IttM and/or wrvlcu coitlng l«w tlun $19.99 ti«v« Witt 
pvrchw«d M «wciitl«l training r«l«t«d M«d« for tho tr«iii««(«) llitod 
Wlov. Att itMiicd bill for ««ch trains* it attachoi 

Mmfar'a ilfnaCyrt 



Hit follovlnt Itcaia an^/or atrvlcaa coatino mra that Il9#99 art r« 
aa aaaantUl tralnlAft ralatad uada for tha traliiea(a) llatad balov. t ihotl 
lit Caatral Office approval bafora purchaainf thaa. 

leaugtr'a gipwtur^ 



9acauaa of « vary urgant fi«a^» tha following itmm and/or aarvlcaa c^MtlJii 
lata than $19,99 have baan purchaaad an^ paid for aa aaaantlal traintns 
ralatad aaada ^y > ■ 

HaM Tltla 
vho will clalM raUaburacoant on Porm QA*P-6A **Sicpenaa Account** autelttal. 
Fom TU*BaD la aubvittad to racord tbla tranaactlon for atatlailcml purpoiaa. 



Haiiagar*a Slgnatuta" 



TRAUCE'S HAW 



MSCRIPTION AND 
QUAHTITY Cr 
ITGM(S) 



COST 
PER ItDl(S) 



TOIAL 
COST 



SUBCONTRACTOR 



SUBCOIttRACT NUMBER 



CRAM) TOTAL 



JU5T1PICAT10H OP NEED PGR FURCUASE(S): 



ATTACftlEKTS; (Bllla. Eatimataa; mat baar Local Off lea HanagarU algnatura to 
ahov hit approval . 1 

Dlatribution; (a) Original and two coplaa of thla fom to tha 
D^E.S. Cantral Offica , ' 'at tan t ion Uff* 
(b) One copy for Loc^l Office fi^lff * 

THE STATEMENT BELOW IS TO B£ COHPLRTED BY CENTRAL OFFICE OMLY 
Tha above requaat for expenditure of training related funde in the aaount of 
_ ia approved / d leapproved . If approved^ plaaae make purcheea daecrlbed 

Croee out Inappropriate word 
ebove end return thie forn with tha bill aa daecrlbed in tha dletributlon above. 
Data Signed) Dir^tor^ «EiQploynent Service 
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SPECIAL WORK 
TRAINING RELATED EXPENSES 
AND 

ENRICHMENT TRAINING 

0503 Obtalnment of Training Related Fungfa and Billing Proce - 
dure " continued 

B, For Purchase of Goods or Servlcep Valued at $19.99 or 
less , Tlie local office Manager, Manpoyer specialist. 
Counselor or Coach should telephone or personally 
contact a local retailer requesting that the retailer 
provide the good or service to the trainee and that 
the amount of the purchase be charged to the Depart- 
ment of Emplojnnent Security, State of Vermont, The 
bill should be sent to the local office. The E,S, 
local office Manager should add the following Informa- 
tion to the bill: 

1, Subcontractor's name 

2, Subcontractor's number 

3, Tfalnee '8 name 

4, A notation by the local office manager In the 
following format: 

"I approve this bill for payment; described 
merchandise has been received.*' 



E,S, Manager 



Date 

The E,S, local office Manager must submit the bill along 
with one original and three copies of the TRE form to 
the Director of Employment Service (not to the Fiscal 
Section), It Is important that all bills go through the 
local office. Retailers may not submit bills directly 
to the Central Office. 

If a trainee's need Is vary urgent and the item or 
service coating less than $20,00 cannot be cbarged, tbe 
E,S, local office Manager, Manpower Specialist, Counse* 
lor or Coach may pay directly for the expenditure with 



9/30/73 
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TRAINING RELATED EXPENSES 
AND 

ENRICHMENT TRAINING 



0503 Obtalnment of Training Related Funds and Billing Proce - 
dure — continued 

his own money. He should collect a receipt, record 
the tralnee^s name and subcontractor's name and number, 
and obtain the local E.S. office Manager's signature of 
approval. He should then submit the receipt as an addl* 
tlonal expense on the regular Department of fimployment 
Security Expense Account form, attaching the original 
and three copies of the TRE term which should be 
approved and signed by the local office Uanager. 

C. For Purchase of Goods or Services Costing More Ilia n 
$19.99 . For goods or services which are to cost In 
excess of $19.99^ the Baplojrment Service local office 
manager must submit the TRE form (plus tbree copies) 
requesting the approval of the Bnployment Service 
Director for the proposed expenditure. Until the local 
office anagex" receives approval from the Central Office^ 
no goods or services may be contracted for or purcbaaed. 

When the contemplated expenditure Involves uutomoblle 
repairs costing more than $19.99, a minimum of two 
Itemized estimates covering cost of parts and labor 
must be attached to the TRE form and presented to the 
Central Office for approval. The hourly charge for labor 
must be broken down. Such estimates must be from repu* 
table concerns and mufst be submitted on the repair 
facility's letterhead or billhead. Any amount In excess 
of ten percent of the original estimate will not be 
reimbursed. Estimates should be clearly marked "ESTIMATE" 
to distinguish them from bills. Only the originals of 
the estimates must be submitted with the original plus 
three copies of the actual TRE Form. Additionally, the 
local office should make an extra copy of all documents 
for Its own file. 

Upon being approved and signed by the Director of 
Bnployment Service, a copy of the TRE form will be 
returned to the Manager of the originating local office. 
The manager may then purchase, or delegate a staff 
member to purchase, the training related Item or service 
requested. As previously stated, trainees are not 
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ENRICHMENT TRAINING 

0503 CT)talnmant of Training Related Funds and Billing Proca * 
dure " continued 

allowed to made the purchase. As soon aa the purchase 
has been made, the local office manager must resubmit 
the copy of the approved TRE form to the Central 
Office with the accompanying bill endorsed as described 
below: 

1 , Subcontractor ^s name 

2 , Subcon trac tor ^ s number 

3, Tralnee^s name 

4, A notation by the local office manager In the 
following format: 

^*I approve this bill for payment; described 
merchandise has been received.^* 



E.S. Haoager 



Date 

There Is one exception to the two basic procedures 
described above. If the Training Related Expense request Is 
for the purchase of automobile tires or batteries r they 
must be purchased from vendors with whom the State of 
Vermont has negotiated blanket contracts. In such cases, 
the TRE request should be submitted with delivery Instruct 
tlons to the E&D Central Office where the actual placement 
of the order will be effected. 

0505 Obtalnment of Enrichment Training and Billing Procedure . 

When an E,S, local office Manager desires to request expen- 
dlture of Enrichment Training funds on behalf of a Special 
Work enrollee, he should use the **£NRICH. - E&O'* — Request 
for Approval of Enrichment 'Kralnlng Form . The Information 
it details follows the form below. 

A. ENRICH - E&O — Request for Approval of Enrichment 
Training Form> 
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■Biiea-iw oiir •> i***) • 

IMM: Looal Offlo* Oolt: BIW: 



V>: ,1.8. Alrwctor 



Tbt BnrlclMant Training propoaad b«le* hu • diiwet MUttM** 
•hip to tha toployablllty Plan drawn up for tlw WU> flpaolal torfc 
tfttoa*. The following narratlTa is subMittad m autetanttotimi 
•f tb» propoaad Inrlctment Training as » waanttal part of tM 
tmtoM** ttiplorabllltr plan: (PlMaa npMlfy typ* of tnUi^g 
VH*Mt*d and Urn reason for tho tnUlav) 



■nnagar's Signature: 



aun OK niAIMBI: 

Mat or SOBCOinitACTOt AMD 80BCOHTRACT maiBBB: 



nun or niDivinuu. Ripusnrriin 

IMIKIHfi VACam: 

■OnmiXC DAW: IIIDlllG jAVti 

ns. pn ffxxK: TOiAi. MO. OP aoros: 



cmr or nAiNiHG: 

-OOlit of Course 

-laglfltratlon ree 

-Textbooks 

-Other 

TOTAL COST 

TO STATffilEHT BBLOW M TO BI COKPLETgD Of CPrTOAL omor OWLT : 

fho above requeet for the expenditure of mrlclMMnt Training fvndn 
in the uiount of $ Is approved/disapproved. 

DATt: SIGHEB: " 

oireeu»r, Bipiojsent semco 
-original h 2 copies to central off IcO 
-1 Copy for local office file 
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0505 Obtalninent of Enrlchaent Tfalnlng and Billing Procedure — 
continued 

Bt Detailed Infonsatlon of the ENRICH - EfcD Form ^ 
1, Type of training requested; 
2t Reason for the training; 

3p Name of the trainee to receive such training; 
4, Eatlmated cost of training; 

5t Facility vhere such training can be obtained (or 
request Central Office assistance In locating a 
training facility); 

6t Starting and termination dates; 

7p Subcontract number under which the trainee Is 
enrolled In Special Work* 

♦ 

He should send one original and two copies to the Central 
Office and keep one copy for the local office files. Upon 
receipt of the ENRICH - EfeD Form , the EtSt Director will 
approve or disapprove the reguestt A copy of the form 
stating approval or disapproval will be returned to the 
originating local office. 

The comple^te billing procedure to pay for Enrichment Tfalnlng 
consists of an exchange of letters between the local office 
Manager and a representative of the facility or organlza-- 
tion that will provide the training. 

Once the request of the local office Manager for expenditure 
of Enrichment Tfalnlng funds has been approved by the EtS* 
Director, he transmits the following letter to the training 
facility* 




ERLC 
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0505 Obtalimeiit of Enrichment Training and Billing Procedure — 
continued 

C^ Sample Letter to the Training Facility 

September 10, 1971 

Mr. Joe Doaks 
Registrar Evening Programs 
XTZ Technical School 
Bar re , Ve rmo n t 0564 1 

Dear Mr. Doaks: 

This Is to confirm our previous telephone conver- 
sation regarding enrollment of tvo of our Special Work 
trainees, John Jones (Subcontract #SWl6-067) and James 
Smith (Subcontract #SW16-051) In Elementary Drafting 
007 for the fall term, 1971. I understand that the cost 
for the course vlll be as follovs: books - $10.00; 
tuition - $25.00; fees - $15,00; for a total cost of 
$50.00 per trainee or for both trainees, $100,00. 

Zn your letter of acceptance of our two trainees, 
please state full particulars concerning the duration 
of training, weekly schedule of classes, total costs 
of training for each trainee. Including tuition, fees, 
books, and equipment, and a description of the training 
to be provided. Additionally, payment by the State of 
Vermont will be expedited by prompt submission of 
billing (In duplicate) to this office. 

Sincerely yours, 

, Manager 
Uorriivllle E&D 
Unit 

The above letter should request provision of specific 
training to specific trainees and ask that the training 
facility respond to him by the letter below, providing 
the subsequent Information. 



050»(3) 

9/30/73 
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0505 Obtalnment of Enrichment Training and Billing Procedure — 
continued 

D. Sample Letter to the Dnployment Security Local Office 
Manager . 

September 30, 1971 

Mr. ^ ^ 

Manager, E&D Unit 
P.O. Box 426 

Morrlsvllle, Veirmont 05661 
Dear Mr. ; 



Thank you for your letter of September 10, 1971 
regarding enrollment of your Special Work trainees, 
John Jones (Subcontract #SW16-067) and James Smith 
(Subcontract #SW16-051), In our evening program. 

Elementary Drafting 007 begins September 13, 1971 
and ends January 19, 1972. This course meets twice 
weekly, on Monday and Wednesday, 7 p.m. to 8:30 p.m. 
The costs per person are as follows: 



Tuition $25.00 

Registration fee 10.00 

Required Text and Workbook 10.00 

Refundable deposit on Equipment 5. 00 

Total $50 . 00 



Thus, the total costs for two students would be $100.00. 

The Elementary Drafting course covers the essentials 
of this subject for beginners. I^ge 8 of the enclosed 
bulletin details the course description. 

Sincerely yours, 

Joe Doaks, Registrar 
XYZ Technical School 
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0505 Obtainment of Enrichment Training and Billing Procedure 
continued 

E* Information Provided In the Above Letter . 

1. Starting date, starting time, weekly training 
schedule, and duration of the requested training. 

2. Total cost of such training, including tuition, 
fees, books, and other required costs. 

3. A description of the content of the training to be 
provided. 

4. The najne(s) of the tralnee(s) to be enrolled. 

5. The subcontract number(s) under which the tralnee(s) 
are enrolled In Special ffork. 

As soon as the E.S. local office Manager receives this 
letter from the training facility, and If the cost of 
training does not exceed by more than ten percent the 
estimated cost of the training stated In the initial memo 
to the E^S. Director requesting approval of contem-* 
plated Enrichment Training, the local office manager 
may make arrangements for the enrollment of the trainee. 

In order for the training facility to receive payment 
for the training provided, the E.S. local office should 
forward to the Central Office, "Attention E&D'*, copies 
of the above two letters and the billing in duplicate 
from the training facility or organization. 

For both general recording purposes and fiscal proces- 
sing, three copies of the local office Manager^s letter 
to the training Institution must be submitted to the 
E&O Central Office. The letter of response from the 
training institution must be submitted in original to 
the E&O Central Office. 

All Enrichment Training agreements which entail more 
than three (3) days of Enrichment Training will have to 
be made by a contractual procedure if the intended 
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0505 Obtalnntent of Enrichment Training and Billing Procedures — 
continued 

instructor i-a a private person not connected to a 
school or similar training facility . If the E,s, local 
office Manager intends to submit a request for approval 
of Enrichment l^alnlng lasting more than three days 
and If he ig unable to Identify a facility, school or 
Institution which can provide such training, he must 
contact the E&D Central Office unit before submitting 
such a proposal. He requests either assistance In 
Identifying a facility, school or Institution that 
might provide such training, or assistance In securing 
a contract for a qualified Individual Instructor to 
provide such Instruction on a personal basis. 
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SWP CLIENT FOLLOW-UP 
AND FOLLOW-THROUGH 

0600 IntrodUQtloD . Client Follow-up and Follow-through are 
procedures used by the E&D employablllty team to trace 
Special Work client activity while in training (Follow-up) 
and at 30, 90, and 180 days after training (Fbllow- through) , 
Follow-through procedures are carried out regardless of the 
client's termination status. 

In-training Follow-ups and post^training Follow-^throughs 
are conducted periodically on all clients to obtain 
documented information on the progress of each client. 
They also provide the Coach and Manpower Specialist with 
information to determine whether the client is in need of 
any services for which H&D can give assistance. 

0603 In-Training Follow-Up for Special Work Enrollees . Follow-up 
procedure requires that the E8cD Coach or Manpower Specialist 
visit both the client and the Special Work Project worksite 
supervisor after the first two weeks of training; there- 
after at three months and six months. At each visit the 
Follow-up information is recorded on the form and a copy 
sent to the local office. The Central Office enters the . 
information obtained through the In-Training FollowUp 
for Special Work Enrollees, Form ES-8Q5 onto ft Primary 
Special Work Data Matrix for the purpose of data accumula- 
tion. 

A. In-Training Follow-Up for Special Work Enrolleesj, Fbrm 
ES-805. 
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IK-TRAINING FOLLOW-UP FOR SPECIAL WORK e::SOLLEES 

THIS FORM IS TO BE COMPLETED BY A COACH OR MANPOWER SPECIALIST 2 WEEKS AFTER A SW CUENT HAS BEGUN TRAINING; THEREAFTER AT 
3 MONTHS AND 6 MONTHS. AFTER EACH VISIT, A COPY OF THE IN-TRAINING FOLLOW-UP FORM IS TO BE SENT TO THE EfldJ CENTRAL UNIT. AND 
A RECORD IS TO BE KEPT AT THE LOCAL OFFICE OF EACH VISIT. 

NAME OF CUENT: NAME OF SUBCONTRACTOR: 

JOB TITLE: SUBCONTRACT NO.: 

DOT CODE: NAME OF SUPERVISOR; 

NAME OF COACH (OR MANPOWER SPECIAUST) : 

DATE OF VISIT (WRITE IN APPROPRIATE BOX ) : END OF lit 2 WEEKS END OF 3 MONTHS " END OF 6 MONTHS 

I ~l I ^1 I ~l 



I. SUPERVISOR INTERVIEW (DISCUSS WITH THE WORKSITE SUPERVISOR QUESTIONS SUCH AS THE FOLLOWING) : 

in. EftD COMMENTS 

ft.) HAVE ANY PLANS BEEN MADE TO RESOLVE CLIENTS 
PROBLEMS OR SERVICE NEEDS? WHAT ARE THEY? 



b.) SUPERVISES PERCEPTION OF CLIENTS 
PROBLEMS. IP ANY 



«.) SUPERVISOR'S ASSESSMENT OF CUENTS 
PROGRESS IN TERMS OF PUNCTUALITY 
ATTENDANCE. RELATIONSHIPS ON THE 
J OB, MO TIVATION. QUALTTY OF WORK. 
ATTITUDE AND SELF-CONFIDENCE 



n. CLIENT INTERVIEW (DISCUSS WITH CLIENT THE FOLLOWING): 

ft.) CLIENTS SATISFACTION OR DISSATIS- 
FACnON WITH JOB AND TRAINING 

b. ) DOES CLDE HTHA VE SERVICE NEEDS OR 

PRCSLEMS WITH WHICH EStD CAN ASSIST? 
WHAT? 

c. WHAT SUPPORT SERVICES IS CUENT PRE- 

SENTLY RECEIVING? 

d WHAT IS THE TYPE AND AMOUNT OF WElr 
FARE BENEFITS CLIENT IS RECEIVING 
AT THIS TIME? 



b.) WHAT IS OOACH^ OR MANPOWER SPBOAUSTS 
ASSESSMENT OF CLIENTS PROGRESS, HIS JOB 
SATISFACTION? 



USE OTHER SIDE FOR FURTHER COMMENTS 



O Vt 
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SWP CLIENT FOLLOW-UP 
AND FOLLOW-THROUGH 

O605 Post-Training Follow- Through for SWP Clients . Follow- through 
requires that an E&D employablllty team member contact 
clients 30, 90^and 180 days after leaving Special Work 
program, to assess each client's success. After each contact, 
Information is recorded on the Post-Training Follow-Throuf^h 
for SWP Clients, Form ES-807 , This form is sent to the EStD 
Central Office aad a copy is retained by the local office* 
The Central Office enters the information obtained through 
the ensuing Post-Training Follow-Through for SWP Clients 
Form onto a Special Work Follow-- Through Matrix , again for 
the purpose of data accumulation. 

A, Post -Training Fol low-Through for SWP Clients, Form ES-807, 
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POST.TRAINING FOLLOW-THROUGH FOR $WP CLIENTS 



WUcii n SW oiirolTn; tuavus llio [irii;;i.iiu (rilliiri* liMiiiirmlrs ur i<oiii[^lnlt iiii VM) STAT form n:|ior|in;i 
the clicht's tcrriunutioii is sunt llio a-iHral I'XP luji It Uu* irlirnl phivA in |itirii):incnt c*iii|iloy* 
mcnt, this information is rcconluil on ihc STA'I' fonit. ^Hiurcaftcr ;10, \W i\nd U\0 tlay follovv^hrou^h con- 
tacts from the tiate of lcriiiiiiJiif>ii nii' iti 1)^ nmlv hi all pi'^jiur Icaicrs. A (:o]>y or the follnvv4tu'tiit;'Ji 
form for caeh visit is to bo sent to the cutrtral K&V ntiii. It is Uui n^sium^sibillly of tht^ tooaT K&D fitafT tn 
itiaintam a '*tivklcr*' tile uittinj: wIumi eavU coiunii is h> Itu ma^ltv 

t)ATKOlM:i)NTArT: . 

NAME OK STAFF 

MliMBER; . ... .. .. 

f 1.II!NT ACTIVITY AT THIS TIME: 
f I -uiitnnployer), not in labor force 
r_| — iiricnipIoytKl, lookiny for work 
(.1 -employed with SVVP employer 
rj - cmploynii with other employer 
p - in other lialning 

— name of training program 

— type of job for which training 
is being given 



). CLIENT INFORMATION 

A* Amount and type of welfjrc t'lient is presently retetving. 

B, Support servic<^s dient i:; presently receivint;; 



CIIKCK BOX: p [-\ [ | o^y ]u^\\n^^ Throu;^!. 

^0 no m) 

I 

NAME OPCUKNT: . . . , 

ADDRKSS; 



TELEPHONE NO; 



DATE TEIIMINATFD FHOM SWPi 



C If client is presently unemployed, what are reasons: 



D, If client has loft provinns joh. what ^as reason for leaving;: 



E, If client is presently employed: 

Name of employer: 

Client's job title: 



Hourly wage rate 

Hours worked per week: 



Oate client began job; 

Employer SIC: 

Clients DOT: 



Is client satisfinri with w»{;e,s 
Is client sAtisfietl wifh job duties 
Is client sntLsfied with supervisor 
Is client satisfied with job location 

F, Docs client have any problems, or service needs foi- whici* E&D can help? What? 



VES 
□ 

n 
n 
n 



NO 
□ 

n 
n 
□ 



Vt DKS 



(CONTTNUED ON REVERSE SIDE) 
119 



E&dO? 
S5M 



II* EMPLOYER INFORMATION: If client is employed witli his SW eiiii)Ioyri\ contact the employer: 
A. Is employer generally *iatisfied witli client: 



B. Does employer perceive any pnitjlcrni; witli client I'oi- uhirli KiVl) tan help? 



III. COACH'S OR MANPOWER SPECIALIST'S COMMENTS (are any arraugetnents being made to give 
client any support servitos): 
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COLLECTION AND USE 
OF SWP DATA^ . 

0700 Introduction . During the third fiscal yBar^ the prlnary 

focus of the Vermont E&D Project has been on the dociwen- 
tation and anAlysis of the three years of the projecfs 
operational experience, and on the preparation of a series 
of special studies and monographs which should assist In 
the dealgn, Implementation and operation of future manpower 
public service employment programs. In order to make the 
documentuktion and analysis possible, the Vermont E&D Project 
edttablished a system of data collection, processing and 
storage which would accurately reflect the operational 
experience of the project and would provide easy data acces- 
sibility for both EbD staff members and those consultants 
outside the Department of Employment Security who have 
cooperated In the development of the project monographs and 
reports. This Procedural Guide Is an explanation of the 
collection and utilization of the data Involved with this 
project. 

0703 Data Collection , Information about the client Is Initially 
collected by local office personnel (Counselors and Coaches) 
through the medium of a series of forms. The filling out of 
these forms must be carried out thoroughly and accurately, 
for Incomplete or faulty Information will break down the 
entire data system. Upon completion, the forms are supplied 
to the Central Office Staffs which Is responsible for the 
maintenance of the data. The forms that are used for data 
collection are: 

A, Application Information Record, Form MA-101 , This form 
Is to be filled out for each new enrollee entering his 
first, and only his first. Special Work training slot. 
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APPLICANT INFORMATfON RKORD 



BUDGET l^lftfAU NO 44^13033 



U CONTtACT iDfN rif ICaTJON 



J*. Slot* pt IrOin^AQ 



b. Slot* Cod* I C. Fficor y«Of oppro'td 
I 
I 



4. Coo- 

' I I I I I I I I I 



3. FUNDuslC CODf 
o 

A^.CEP 

% — _Mof1*i Ctly 

C^ -CWfP 



A. . mOIA 

C — Sociui S*cuf(ty 



3. P«OC«AM IDENTIFICaTIOM 



01- 


.MDTA-UtllivHoool 


31. 


_N#Hr Car##rl 




.mDTA-OJI 


3 J- 






_MDTACoupl*(l 


3&. 


tm OritrtlaliQii 




_MDlA*PaH-tiin* 


37- 


^SPtCiol ImPacl 


n2 


_NyC*k tchool 








.NVCOiil ol tchooJ 






IS- 


VC-Summtr 







4. mdta institutional sec. no. 



5. WIN ONiy 



l^.ES 3--CAA 3..0lh« 



6. LOCAL ES OFFlCf NO. 



7a. NAMe OF CONTVAQOft 



, 7b. ADDRESS fNunbtf C^tf, SlgN^ ond ZiP CodtJ 
J 



t*, OCCUPATIONAL GOAL fNdm«J 



6b. DOTr9<jklA/ TAltCer AtEA 'Nomtf 



10. STAtT Date lMt>. 6qy. j^J 



I 9b. CODE 



llo. NAME OF APf UCAMT /loA ih". middl» 



Mlb. PHONC NO. l1k.SOClAL SfClMlTY HO. 



U. A0OftESS ^NumUr. SttW. Ciy. Sm. ond 2p Code/ 



I 



U. CONG|tESSlO;iAL DIST. 
a. Slot* Cod* {b. Diiifki No. 

-L 



U. COUNTY Of RESIDENCE 
Nam* 



|b» Cod* 
I 

L 



15. DATE OF 


M. SEX 

\ - - Mcl* 
3 _ . F*rnal* 


17. HANOt. 
CAPPED 

1 y*t 

^..No 


18. MILITAJir SfRvlCf STATUS 


19. MARITAL STATUS 
1- — N*v*f m<nfi*6 3»-wid«w/Wldow*f 

3 MaMt*d 4_ •D]vorc*d /UQaMy 

«*poral*d 


30. PRIMARY 
WAGE 
CAINCR 

1 — y»i 

3 No 


2K HEAD OF 
FAMar OR 
,HEAD OF 
HOUSEHOLD 

1 — y*» 

7 Ho 


27. HO. OF D^ENDENTS 

0 4^- 

1 5 — 

3_„ 6ond^- 
3__ 


33. Check one 

1 .^Whll* 

3 N*QrD 

— ATn*f. Indtan 

i Ori*otal 

&..0'h*f 


24. IF SPANISH SURNAME, 
CHECK ONE 

^~~M*Kkdo Am*rkon 
^ — Ptj*rio Alton 
3 Oth*f 


2s. y. I 

ClAtMAHT 

1 — y *» 

7 No 


2». PUeilC ASS4SL 
RECIPIENT 

i-^y*« 3-.no 

r rf s U 0^ 
tomtit ido 



ORADE COMPLETED 



». PREVIOUS TRAINING 



2. -No 



0. Job IM* 



b. 001 (6-<i;gU) Ool* computed IMa A yrj 



9<.J^on* P4r1iclpa1*d in rchod( of r^^j Ibmi;. 
Ol^^-MDTA 

3_^Nyc 

4_^Pro|*ct Irooitllon 

b1 OP*rollon Maloiifoam 

3 Sp*cial imPaci 

4 Word kc*nMv* 



c1 --Job CofP« I 
3_-iob Co^pi H 
4--iob COrpi IM 

dl_-N*w Caf**f« 
3--0l|^*r 



30«. PRIMARY OCCUPATION TfTlE fionyi 



^30b. DOT (9<Pst^ 



3lo, OCCUPATION TITLE OP LAST FUU.TlME 
CIVILIAN JOI 



32.yEAKSOF GAINFUL EMPIOYmEKT 

1-.^od*r I y*Of i,-3-9 r"f* 

3- -I ^3 y*Of1 ^.ID yaort 

and ov*r 



35. LABOR FOtCE STATUS AT TIME 
INTEIVIEW£D (Check or>V <^9f 

I _ Employ *d (ool und*r*mplor*d] 
1 3— -^Und*r*mpl6y*d 
I J. -^Uo*fnplo y*d 

3 1 » Noi in lob Of lore ■ ■ .o tchoal 
33 Nor m lab Of Forf ■ ► flJh*f 



33.EST1MATED AVERAGE HOURLY 
EAItNt4GS ON U5T FULL-TIME 
CFVJLIAN JOt 



34. INCOME 

o. APplkonri *itfmol*d *9foiogi loit i3 moolhi 
b- EillmaUd fomlly locom* lail 13 moothi 
c Niiinb*f Jo fomlly 

d. Foinlly b*t<w pa^*rly l*v*l | _.y«i 



3^^No 



3^. WEEKS 

UNEM?LOyED 

.LqiI 13 Moi. 

. . Curr*n| tp*h 



17. REFERRED |Y 

Ol^.ES Outfooch 

o:__NVc 

03 lob Corp» 

0^__UiilOft 
Oi_^Employ*f 
06_ _S*lf 
07^^W*Hi>r* 



Oft^ -Olh*r community Q^oup 

1 l-.Coop School Groduof* 

13— -Coop School Drapoul 

3l._S*t. S*fvk* R*hab- (lt*CfulMog Stoliort) 

33 5*1. S*ryk* P*l^ob. tAFEES) 

23 S*l. S*fvlc* P*Kob. (LqcoI Boofd) 

3t Olh*f 



3B. DtSAOVAH. 
TAGED 



I — y*i 

3_.No 



41. CHECK APPftOPBlATE ITEm(i) 
IF ELIGIBLE FOR OTHEB ALLOW. 

I..Si/blf^l*nC* 
3--1fOrt«pOfloHOO 

3,„0ih*f 



39. BEFERRAL TO TBAINING OR EMPIOTMENT 
a. Afc*pi*d r*l*f^ot b. €iiroll*d in f Plof*d 
lo lffltnlr>g O' ^ob IrolAing ^ft \oh 



V*i 



i,_V*l V 

3. -No 7 

43. IABR1EBS TO EMfiOlTMENT 

ol- -Ag* ■ loe yo^jrtg 
3--Ag* ■ foo old 
4^^lofh^ *dvc^liOrt tfOtning 
~ "*tp*f i*nc *. ot ^ytti obtol*!* 



I. -^*t 

3_ _No 



iO. EllGlBllinr FOR TRAINING ALLOWANCE 

9,.Nar fItglbU lof: 

*hglbl* l_^p#gulo^ 4_ _Sp*CiOl NVC 
3 .-^Augm*rt>*d .Uc*rtl»v* 
3-. -.Voulh 6 Poft-Hm* 



Non* 

h ! H tolth p ^obl*m 

3 P*^^OAaf p^4bl*m 

pfQbl*frh 



4 I . - Child P^ob]*in d] Gorn»ihm*rti 

3 _ _Cof * ot Olh*r family in*inb*r 3__0lh*f 



43. DATE OF INTERVIEW 



ERIC 
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APPLICANT INFOIMATtON RECORD SUPPLEMENT 



fART A . ALL fURLIC ASSISTANCE RCCIftCNTS 



PART C . SERVICES PROViDCO 



L flNANClAi AH) iCCClVCD 



K iMPLOVAilimr wan INVOIVIS (Omda^CfmcMM^iii 

c. Trolofnfl I. R*h«b«lft«nwi ..h. Olh4r 

* ^d. ft*lacattor> 



3« icsioes IN putitc HOusiNO 



3. pAftTicif ated in cwt and /OR miE V 

I^*.CWT a^^SoFh Cwt and liil* V 



3, fAMJLV INCOME OtOur 



3, pAincif ANT Of ftojca toojooo 

^Ai io^M on foim VE5 7; 

..a. V*t b. No 



4. SERVICES PROVIDED 



lYPE OF SERVICE 



OaIE 



4. NUMaCR OF DEPENDENTS IV AGE AND AtRANGEMENT MADE 
FOR THEIR CARE 



a. COUNSEUNC INTERVIEWS 



9. Ngmb*f of d*P*nd*r>» 



b, N\imb*f tor whom cor* 
U -n **d *d 



Llr>d«r 
6 yrt. 



6* l& 



3. 
IA.]I 
Yrt. 



4. 
64 



i. 



b. COUnSEIING SESSrONS 



Guidance sessions 



d. joa oeveiopment contact 



PIaCEmENT in job 3'DaVS OR lesS 



«- fO« fOUJHOur — AfPllCANT lIVES V^ITH 

1 Solh par*r>1i 3 Molbvr 

5 Foih#r ^-^Gi>Ofdion 



I. PLACEMENT IN 
AEGULAA JOa 



PAUT ft - WtN APPLICANTS ONLY 



DOT COOE 



S^C 



REFERRAL CATEOOtY 



7, AMOUNT Of WEllfARE CASH ASSISTANCE TO 
PAMtlV fOW MONTH PRlOft TO REFERRAL i.. 



g, APPLlCANT^EMPLOvEft INlERVlEw 



h. SPECIAL PLaCEmEnI 



I, OTHER PAMlLr MEMftER ALREADY IN V^IN 3__no 



9. SEASONAL AGRlCUlTUltAL WOHER AfPftOVGD 

FOR AFX IN lAST 5 VEAtS ( - ^r*i 7 No 



I REFERRED TO 
SuPPOftlWE 
SEft^'CE 



10, LEfrtGTH Of TIME ON AfX 



\7) ItEMAanilAllON 



(]} wEIFaRE 



«, Toiol tim* di>rio9 loitliv* y*<ifi 



b. C<i<MOCi>*-v* itm* line* motl r*c*r>< opPrOvoT 
qI AFOC 



Y*ori 



J, fOLtOwUP CONTACT 



11. COMMENTS 



3 TRAINING REFERRALS AND ENROLLMENTS 





Type of TRAfN»NG 


CaIE 


REFERRED 


EMftOUEO 


0. mOIa ■ inSIjTUTIOnaL 






NYC 






t. NVC ^ mOTA COfjCUBft€Nl 






d. JOS COqpS 






•. OPEftAllON MAlNSlftEAM 






Signature OF iniEaviEwEr 


1. NEW Careers 






a. SPfCtAL IMPACT 






If HE 


OaiE 


h. rEiubn IO SCmOOI 






1. OIhER 







ERIC 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part VII 0703 (2) 

0700-0799 Procedural Guide #7 9/30/73 

COLLECTION AND USE 
OF SWP DATA 

0703 Data Collection — continued 

B. MA-lOl Supplemental Form: Part C . This form is to be 
filled out for each new enrollee entering his first, 
and only his first, Special Work training slot. 
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MA* 101 SUPPLEMENTAL FORtt; PART C* 



1* Number of jobs applicant has held in past 12 months period 

Of these jobs, how many were left voluntaril y 

2, Highest hourly wage earned on any job prior to SWP 

3* Hours worked p«r wealc on last job , 

^« Household members other than applicant contributing to family income 
during the past 12 months. List each member contributing. (By 
family relationship^ not name^ that ic> "wife/' "husband/' "son/' etc 



3. What are the actual number of years of gainful employment applicant 
has had 



0, Of these years, hoi? many were for 6 months or less 

7. Question applicant; 'Vith your qualifications^ what do you feci 
would be a fair hourly wage for an employer to pay yo u 



*This HA- 101 Supplemental Form: Part C in to be filled out for all 
Special Work enrollcses whether they be W.I.H. or Mon-W.ItH . It need 
not be completed for persons who are not enrolled in Special Worl:. 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OP PUBLIC SERVICE EMPLOYMENT PROJECTS 

Part VII 0703(3) 

0700-0799 Procedural Guide »7 9/30/73 

COLLECTION AND USE 
OP SWP DATA 

0703 Data Collection — continued 

C. Trainee Status Porm, ES-800 . This form is to be filled 
out at each client's entry into and departure from a 
training slot. Therefore, each client who has left the 
Special Work Project (SWP) has at least two and may 
have as many as eight Trainee Status Porms , depending 
upon the number of training slots entered. 
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TRAINII STATUS 






i & D PROJICT 




nim« of TnloM 


Social Socuflty rio. 





Tninee will □ Begtiip □ Terailnitep tnlnlng » 
In the: n Special Work Contract No. 

□ Upgrading Qontract No. 

D Enrichment Training 

at 

located at 
Hourly Pay Rate I 



O^eivotlontl tlUo 



Name of OrSinlxatlon 



on 



Brthnated Monthly Earnings $ 



As of 

□ 1^ Placed in Employment 



□ With Special Works Employer 

□ In Other Employment 

□ Upgraded: 

Job Title 

DOT Code 
Hours per week 
Hourly Wage 
Employer 

n 2. Discharged by Employer 

□ 3. Refused to Continue 

□ 4. Health Reasons 

□ 5. Pregnancy 



FOR TERMINATIONS, COMPLETE BELOW 

this trainee should be classified as terminated because: 

□ 6. Transportation ProUem 

□ 7. Cannot Locate 

□ 8. Full-Time Schooling 

□ 0. Found Own Employment 

□ 10. Institutionalized 

□ 11. Returned to Welfare 

□ 12. Deceased 

□ 13. Moved Prom Area 

□ 14. Returned to WIN 

□ 15. Transferred to Other Program 

□ 16. Other (specify) 



Distribution: 1 copy to Employer 

3 copies to Central Office E & D Unit 
1 copy to E & D Local Office 

ERIC 



128 



sfraoo SM T-T3 



PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part VII 0703 (4) 

0700-0799 Procedural Guide #7 9/3^77? 

COLLECTION AND USE 
OF SWP DATA 

0703 Data Collection — continued 

D. In-Training Follow-Up for Special Work Enrollees, Form 
ES-805 . This form is to be filled out two weeks af^jer 
a Special Work client has begun training; thereafter, 
at three months and at six months (see Part VI, Section 
0603) . 
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IN.TRAINING FOLLOW-UP FOR SPECIAL WORK ENROLLEES 

THIS FORM IS TO BE COMPLETED BY A CX>ACH OR MANPOWER SPEOAUST 2 WEEKS AFTER A SW CIIEMT HAS BEGUN TRAINING; THEREAFTER AT 
3 MONTTHS AND 6 MONTHS. AFTER EACH VISIT, A COPY OF THE IN-TRAINING FOtUOW-UP FORM IS TO BE SENT TO THE EadD CENTRAL UNIT. ANE 
A RECORD IS TO BE KEPT AT THE LOCAL OFFICE OF EACH VISIT. 



NAME OF CLIENT: 

JC« TITLE: 
DOT CODE: 

NAME OF COACH (OR MANPOWER SPECIALIST): 
DATE OF VISIT (WRITE IN APPROPRIATE BOX) : 



NAME OF SUBCONTRACTOR: 
SUBCONTRACT NO.; 
NAME OF SUPERVISOR: 



END OF l« 2 WEEKS 



END OF 3 MONTHS 



END OF 6 MONTHS 



o 



I. SUPERVISOR INTERVIEW (DISCUSS WITH THE WORKSITE SUPERVISOR QUESTIONS SUCH AS THE FOLLOWING) : 

«.) SUPERVISOR'S ASSESSMENT OF CLIENTS III. E&D COMMENTS 

PROGRESS IN TERMS OF PUNCTUALITY 

ATTENDANCE. RELATIONSHIPS ON THE a,) HAVE ANY PLANS BEEN MADE TO RESOLVE OIENTS 

ffiS^X^SS^ESom^'''' P^OBI£MS OR SERVICE NEEDS.> WHAT ARE THEY? 

K) SUPERVISOR'S PERCEPTK>Nr OF CLIENTS 

PROBLEMS, IF ANY 

\l CLIENT INTERVIEW (DISCUSS WITH dJEISTT THE FOLLOWING): 

^^tiTx™..™,,.™™,™ K) WHAT IS COACH'S OR MANPOWER SPECIAIISrS 
*.) CLIENTS SATISFACTION OR DiSSATIS- A«F«MiJKrr nn rf nrwrc MnntTXQ mc irm 

FACTION WTTH JOB AND 'UtAINING ASSESSMENT OF CLIENTS PROGRESS, HIS JOB 

SATISFACTION? 

b.) DOES CUENT HAVE SERVICE NEEDS OR 
PROBLEMS WITH WHICH E&D CAN ASSIST? 

WHAT? 

cWHAT SUPPOKT SERVICES IS CUENT PRE- 

SENTLY RECEIVING? 

iWHAT IS THE TYPE AND AMOUNT OF WEL^ 
FARE BENEFITS CLIENT IS RECEIVING 

AT THIS TIME? USE OTHER SIDE FOR FURTHER COMMENTS 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OF PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part VII 

0700-0799 Procedural Guide #7 



COLLECTION AND USE 
OF SWP DATA 

0703 Data Collection — continued 

E. Post-Training Follow-Through for SWP Clients . This form 
Is to be filled out 30, 90 and 180 days after each SWP 
client has either terminated or completed training (see 
Part VI, Section 0605). 



0703(5) 
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POST-TRAINING FOLLOW THROUGH FOR SWP CLIENTS 

When a SW cnroUce leaves Uie program (cither terminates or completes), an EdcD STAT form reporting 
the client's terminaUon is sent to the central E&D unit. If tho client was placed In permanent employ- 
ment, this Information Is recorded on tho ST/VT fomi. Thereafter 30, 90 and 180 day foUow-through con- 
tacts from the date of temtlnatlon are to bo made on all project leavers. A copy of the foUow-through 
form for each visit Is to be sent to the central E&D unit It Is the responsibility of the local E&D staff to 
maintain a **lickler** file noting when each contact is to be made. 

CHECKBOX: □ □ □ Day Follow-Through DATE OF CONTACT; 

30 90 180 NAME OF STAFF 

MEMBEa: 

CUENT ACTIVITY AT TfflS TIME; 
O — unemployed, not in labor force 

□ — unemployed, looking for work 

□ —employed with SWP employer 

□ —employed with other employer 

□ — In other training 

—name of training program 

— type of job for which training 

is being given 



L CLIENT INFORMATION 

A. Amount and type of welfare client is presently receiving: 

B. Support services client is presently receiving: 



C. If client is presently unemployed, what are reasons: 



D. If client has left previous job, what was reason for leaving: 



E. If client is presently employed: 



Name of employer; Date client began job: 

Client's job title; Employer SIC; 

Hourly wage rate Client's DOT: 

Hours worked per week: 

YES NO 

Is client satisfied with wages □ □ 

Is client satisfied with job duties □ □ 

Is client satisfied with supervisor Q Q 

Is dient satisGed with job location Q Q 



F. Does client have any problems, or service needs for which E&D can help? What? 



NAME OF CUENT: 

ADDRESS: 

TELEPHONE NO: 

DATE I-ERMINATED FROM SWP: 



Vt DBS 



<C0N7INUED ON REVERSE SIDE) 
132 



. EMPLOYER INFORMATION: If cUenl is emptoyett with his SW employer, ronlact the employen 
A, Is employer generally sallsfied with client: 



B. Does employer perceive any problems with client for which E&O can help? 



L COACH'S OR MANPOWER SPECIALIST'S COMMENTS (are any arrangements being made to give 
client any support services): 
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PROCEDURAL GUIDES FOR 
ADMINISTRATORS OP PUBLIC SERVICE EMPLOYMENT PROJECTS 



Part VII 0705 

0700-0799 Procedural Guide #7 9/30773 

COLLECTION AND USE 
OP SWP DATA 

0705 Practical Utilization of Data . The data is set up in such 
a way that is flexible enough to be used by a variety of 
people for a variety of purposes. The data is available to 
staff members^ the Department of Labor, consulting firms, 
outside agencies and indivuduals with related interests. 
The principal purpose for collecting the data is for 
documentation and evaluation* 

A, The Weekly Summary of E&D Project Status is a report 
compiled from E&D Trainee Status forms. It is actually 
a compilation of the Trainee Status file cards as it 
reflects only trainee activity from the time of entrance 
into training, through completion or termination. It 
does not reflect the activity or changes in status of 
trainees when they are no longer involved with Special 
Work training. 

The Weekly summary contains Upgrading information as 
well as Special Work information. Upgrading is the 
other component of the Vermont E&D Manpower Pilot 
Project. Since it is not under the Special Work Project, 
Upgrading procedures will not be discussed in this part. 

The Weekly Summaries are designed to give E&D staff and 
other related agencies a periodic feedback of E&D's 
operational status. Ensuing is a facsimile of the Special 
' Work portion of the Weekly Summary of E&D Project Status 
Form . 

1, Weekly Summary of E&D Project Status Form , 
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Weekly Summary ot £^ Project Status as of 



TRAINEE SUMMARY - SPECIAL WORKS PUBLIC EUPLOYllEHT 

Currently In training 
Completed training 

-Completed-placed in employment 
*-Completed-placed in work/training programs 

TOTAL PLACEMENTS 

^Completed-placed in Education or Skill training 

-Completed-Awaiting Placement 
Terminated Training 

-Good Cause 

-Without Good Cause 
Total Special Work Enrollments to Date 

TRAIKEE SUMMARY - UPGRADING TRAINING 

Currently in training 
Completed training 

-Upgraded 

-Not upgraded 
Terminated Upgrading training 

-Good cause 

-W/o good cause 

Total Upgrading Enrollments to Date 

» This is a new summary category developed in response to follow-up studies 
being conducted which requires those compLeters placed in employment be 
distinguished from completers placed in employment having some work/training 
feature. (Includes WIN*OJT; MDTA-OJT; public Service Careers; Operation Main- 
stream; STEP) These completers have previously been reported under **Com- 
pleted - Placed in Employment*'. Under Dept. of Labor guidelines the number 
reported in this category should be added to those immediately above to 
determine successful completions & placements in employment from Special 
Work Projects. 
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□ 

□ 
□ 




Sumoary of Subcontracts md Trainiiig ftlot8 



ACTIVE SEPCIAL WORK SUBCONTRACTS 



ACTIVE UPGRADING TRAINING SUBCONTBACTS 



Office 



Hlddlebury 
St* Albana 
Morrlsville 
Burlington 

BURLINGTON DIST* 

Earre^^ntpeliar 

White River Jet. 
EARRE DISTRICT 

Newport 

St* Johnabury 
ST* JOHMSBURY DIST* 

Bennington 

Rutland 
RUTLMID DIST* 

Springfield 

Brattleboro 
BBATTLEBORO DIST* 

STATEWIDE TOTAL 



Number of 
Subcontracts 



Number of 
Slots 



Slots 
Filled 



Nustber of 
Subcontracts 



Number of 
Opportunities 



Opportuoitiea 
Filled 



PERCENTAGE SUMMARY OF FORMER SPECIAL WORK 



PROJECT TRAINEES AS OF - 



(Numerical Base Former Trainees to Hate) 



^Trainees completed and placed in employment 



Trainees completed and placed in education or skill 
training 



Trainees completed and awaiting placement 



Total former trainees completed Special Work Training 



Trainees terminated before completion with good cause 
Trainees terminated before completion without good cause 



Total former trainees terminated before completion 



The 'TVeekly Summary of E&D Project Status" is a report com- 
piled from "E&D-STAT" forms* As such it reflects only trainee 
activity from the time of entrance into training, through comple- 
tion or termination. It does not reflect the activity or changes 
in status of trainees when they are no longer involved with 
Special Work training. 

In other words, the assignment qf a former trainee in one of 
the six major project termination/classification categories is 
made at the time of project leaving, and the trainee is not 
subsequently reassigned unless he or she reenters the program^ in 
which case the totals for "currently in training" is increased* 

A summary of follow-through status is attached to this report 
on a bi-weekly basis and is represented in TABLES 1-3 of this 
part. This follow-through summary reflects the employment status 
of each former trainee at 30^ 90 and 180 days after leaving 
Special Work training. 



♦ Includes category of "Coiapleted-Placed in Work/Training programs". 
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TABLE 1 

E&D Final Termination Status 
as of 



Termination Status 


SWP#1 


" SWi**2 


SWF#3 


SHP#4 


Totals 


Completed > Placed 
Completed, Not Placed 
Additional Training 
Terminated, Good Cause 
Terminated* W/0 Good Cause 












TOTALS 













Currently In SVP Training 
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TABLE 2 



termination status 



PolloT- through Activities as of 
Z9 payg 



IT 



IT 



TT 



ill 



Coiipleted placed 
Additional Training 
Awaiting placement 
Terminated Good Cauae 
Terminated W/0 Good Cause 



TOTAL 



Termination Status 


I 


II 


III 


IV 


"V 






Completed Placed 
Additional Training 
Awaiting Placmment 
Terminated Good Cause 
Terminated W/0 Good Cause 
















TOTAL 


















180 Days 






Termination Status 


i 


II 


III 




V 


VI 




Completed Placed 
Additional Training 
Avaltlng Placement 
Terminated Good Cause 
Terminated W/0 Good Cause 
















TOTAL J 















I * Not Smployedi Unemployed V -> 

II * Bnployed W/Inltlal Employer 
III * aaployed W/Other Than Initial VI 
Boiployer 
IV « In a Training 3>rogram 



Not Bnployed, Not In Labor 
Foree 

Employed, Unknown If Initial 
Bttployer 
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TABLE 3 

Client Follow- Through Reports on 
Special Work Project Leavers 
for: 



Completedj, Placed Clients 


Available 
Information 


Nltmber 
Employed 
W/Initial 
Employer 


Nltmber 
Employed 
W/Other 
Employer 


Total 

Number 

^ployed 


Number 

Not In 

Labor Force 

Or In Number 

Tra i ni ng Unempl oye 


At Termination 
At 30 Days 
At 90 Days 
At 180 Days 













Number Not 

Available Number In Labor Force Number 
Terminated Clients Information Employed Or in Training Unemployed 


At Termination 
At 30 Days 
At 90 Days 
A* 180 Days 











Note; Percentages are based on available information at 30, 90, and 180 day f ollov^throughs; 



